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We don't like to tell people that they Il have to wait to gel 
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Next Month and Next Year 


Never before in the history of this great tells how this company grew from a 








country were we so in need of sound 
policies for business expansion. If we are 
to enjoy high-level employment after the 
war, there must be an enormous expan- 
sion, not only in production, but in all 
types of business, such as distribution, 
transportation, all the services, financial 
facilities—in every phase of our commer- 
cial life. For December, we have a story 
of one company’s expansion policies; it 


Audit Bureau of Circulations and the Associated Business Papers, Inc. 


DARTNELL PUBLICATIONS, INC., 4660 RAVENSWOOD AVENUE, CHICAGO 40, U.S.A. 


G. E. Mircuey, Desk Editor 


E. L. Wernicker, Circulation 


Joun Cameron AsPLey, Publisher ¢ EvGene Wuitmorr, Editor ¢ Epwin H. Suanks, Associate Editor 
M. O. Lunorn, Treasurer @ T.D. Rein, Production ¢ NatHan McFapaen, Advertising 


Entered as second class matter February 18, 19387, 


small company with $4,000,000 sales to 
$34,000,000 annual sales. For next year, 
we are exploring all phases of the ex- 
pansion problem and will report once 
each month on a group of companies 
which have been successful in their ex- 
pansion policies. It will be the most im- 
portant series of articles we have ever 
published. We hope you have much to be 
thankful for Thanksgiving. 
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FOR PEACETIME COMPETITION? 


“Y and E” Style Master Steel 
desks bring new working efficiency, 
new eye comfort and a thrill of 
pride to every office worker—from 
top executive to junior clerk. Ask 
for a demonstration of unique new 
color harmony visualizer which 
shows how these desks can bring 
new attractiveness to your every 
office. There is no obligation. — 


To be prepared for tomorrow, write 
today. 


FOREMOST FOR MORE THAN 60 YEARS 


1042 JAY STREET 
ROCHESTER 3, N. Y. 
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Office Payroll Ratings 


To the Editor: 


In one of your recent issues of Amert- 
cAN Business magazine, I believe there 
appeared an article in regard to a special 
office payroll rating form which indicated 
the history of an employee and also pay 
rate changes affecting that person. As I 
have been unable to locate this particular 
article, would you kindly advise me if 
you can tell me the issue in which this 
article appeared? 

May I compliment you on the splendid 
articles which have recently appeared in 
your magazine and which have been very 
valuable in the performance of our work. 
—Roy F. Swenson, office manager, The 
Washburn Company, Worcester, Massa- 
chusetts. 

Mr. Swenson: We believe the article 
to which you refer is the first in Ralph 
W. Ells’s series which appeared in the 
September issue, entitled, “Job Evalua- 
tion for Office Employees.” Charts on 
job rating and salary rating weights are 
given on pages 14 and 15 of this article. 


Photoprinting Equipment 
To the Editor: 


In the September issue of AmeErIcAN 
Business is a very interesting article on 
page 30 by Frank VY. Faulhaber, titled, 
“Finding Correspondence When You 
Need It,” as used by the Boeing Aircraft 
Company. The article mentions they use 
a Dexigraph photoprinting camera, and 
I am wondering if you can advise me 
who manufactures this particular cam- 
era. I would like to get in touch with 
the maker for some detail information.— 
H. B. Craprison, manager of communi- 





cations, Ingersoll-Rand Company, Phil- 
lipsburg, New Jersey. 

Mr. Crappison: We are glad you found 
the article interesting. The Dexigraph 
photoprinting camera is manufactured 
by Remington Rand Inc., Buffalo 5, 
New York. 


More About Inventories 
To the Editor: 


It will be greatly appreciated if you 
will advise us where we may obtain in- 
formation concerning the more recent 
procedures with regard to the efficient 
and practical control of budgets and in- 
ventories, finished stock inventories, in 
particular, being widely distributed 
throughout the United States.—CiavupeE 
L. Watton, Wyeth, Inc., Philadelphia, 
Pennsylvania. 


Mr. Watton: The following articles 
which have appeared in American Bost- 
NEss may be of help to you: “Simplified 
Plan for Material Control,” August 1944 
issue; “Inventory Control to Save Mil- 
lions for Government,” September 1943; 
and “Simplified Control for Materials,” 
January 1944, 


List of Firms Making Profit 
To the Editor: 


In your November 1938 issue, you pub- 
lished a list of 1386 companies which made 
a profit each year for the last ten years. 
That was an interesting chart and has 
come in mighty handy in discussions 
showing how, in spite of government 
regulations, scarcity of materials, strikes, 
and higher wages, some companies in 
practically every industry have contin- 
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ually made a profit. It demonstrates to 
me excellent business leadership, and I 
would like to ask whether or not you 
have published a later report covering 
firms that made a profit continually since 
1929, and, if so, I would appreciate your 
referring me to the issue in which it was 
published.—D. C. Wuurrincuit, export 
department, Hood Rubber Company, 
Watertown, Massachusetts. 


Mr. WuirtincuiLt: Although we have 
not published a later report covering 
firms making a profit continually since 
1929, we are checking for a new list and 
expect to have something on this in the 
near future. 


“Breaking Rules” Again 
fo the Editor: 


Recently, there appeared in one of 
your issues an article, “Rules—and When 
to Break Them,” which dealt with the 
employee who does not have the intelli- 
gence to go against policy or written 
regulations on a certain circumstance. I 
wonder if it would be possible to have 
several copies of this article?—B. J. 
Topp, vice president, Ortho Products, 
Ine., Linden, New Jersey. 


Mr. Topp: We are glad to send you 
several sets of tear sheets of this article 
which appeared in the July issue of 
\MERICAN BusINEss. 


Distributes “Bigger Jobs” 
To the Editor: 


We were very much impressed with 
your excellent article, entitled, “The Man 
Who Wants a Bigger Job,” which ap- 
peared in the July issue of your excellent 
publication American Business. With 
your permission, we should like to make 
a number of reprints of this article to be 
distributed privately to the supervisory 
personnel in our organization. We know 
it will prove very helpful to them.— 
W. H. McDanret, public relations direc- 
tor, Beech Aircraft Corporation, Wichita, 
Kansas. 

Mr. McDaniet: You have our per- 
mission to reprint this article and sin- 
cerely hope it may prove beneficial to 
your supervisory personnel. 


“Man Who Is Overworked” 


fo the Editor: 


1 would like to have permission to re- 
print an article which appeared in the 
September issue of American BustNess, 
entitled, “The Man Who Thinks He’s 
Overworked,” by John Garth. This would 
€ used in our company pamphlet Gray 
Matter, a copy of which I enclose. I 
shall appreciate any help you can give 
me in this connection—E.ise Wuson, 
secretary to the president, The Gray 
Vanufacturing Company, Hartford, 
Connecticut. 

Miss Witson: We are glad to give you 
permission to reprint this article in your 
‘ompany publication. 
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OUR mail-handling department is the heart of your office. On it de- 
pends the smooth functioning of every part of your organization. Move 
it out of the ““woodshed.” Give it the place of importance it deserves so that 
it will handle both incoming and outgoing mail smoothly and speedily. 

















ELIMINATE DELAYED DISTRI- 

BUTION of mail by getting rid of 
antiquated mail-handling facilities. Your 
mailroom will never keep pace with the 
rush of business just ahead unless it is 
geared to handle mail FAST! 


STOP WASTE OF TIME! Your office 
2 can’t get going on the day’s new busi- 
ness until incoming mail reaches the 
desks of your key men. Delayed distribu- 
tion can waste plenty of time and money 
and slow up your entire office. 














GET RID OF THE 4:30 JAM in your 

mailroom! “‘Woodshed” mail-handling 
methods mean missed trains and planes 
for many a letter that hits your mailroom 
late in the afternoon. Result? Lost business 
and good will. 


PLAN NOW TO MODERNIZE your 
4 mailroom —to move it out of the “*wood- 
shed’’—with U.S. Postal Meter machines 
and mail-handling systems. Our specialists 
will gladly help you plan your postwar 
mailroom now, without obligation. 


Metered Mail Systems . . . Postal and Parcel Post Scales . . . Letter Openers . . . Envelope 
Sealers ...Multipost Stamp Affixers ... Mailroom Equipment. (Many units available.) 


NTROLS 


CORPORATION 


Branches and Agencies in Principal Cities 


U.S. POSTAL METER DIVISION 


Rochester 2, New York 
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ELL, the elections are over. 
The people have deter- 
mined the kind of govern- 
ment they want for the 
next four years. They want 
an early end to govern- 
ment controls, but some 
regulation of business dur- 
ing readjustment. They 
want collective bargaining, 
and a high wage level 





which carries with it a 

high price level. They 

want jobs for all, and if 

private industry is unable 

to provide jobs, they want 

the government to do so. 
That much is clear. What is not so clear is whether 
such a program will be inflationary or deflationary. 
Economists differ. Some think the pent-up demand 
for consumer goods, plus a $100,000,000,000 back- 
log of savings, assure high-level postwar employment 
and prosperity. Others believe, when the first wave 
of cancellations hits our war industries and big-scale 
layoffs begin, people are going to hang on to their 
savings and unemployment will snowball. Make-work 
projects by government will then be necessary, and a 
progressively unfavorable climate for venture capital 
will result. That spells depression. Much depends 
upon what business does, whether it uses wisely and 
boldly the good old American forces of selling and 
advertising. Otherwise, as Paul Hoffman has well said, 
we can only produce goods to fill warchouses which 


don’t exist. 


Job Jitters 


On October 20, the Defense Plant Corporation 
listed a number of government owned plants for sale 
to the highest bidder. Most of these plants are still 
engaged in vital war production, and currently em- 


+ 


ploy thousands of war workers. On October 23, 
another war agency, the War Manpower Commission, 
listed fifty Chicago war plants in need of employees. 
“Unless the present drive to recruit workers for these 
war plants is successful,” said the regional war man- 
power commissioner, “it may be necessary to draft 
men from less essential industries.” Then, he went on 
to complain that workers were quitting war jobs to 
take jobs which promise more postwar security. “We 
must crack this crust of complacency which has 
settled over our citizens, or we may lose the ball on 
the 10-yard line.” Perhaps it is not so much the 
“crust of complacency” amorg “our citizens” that 
needs to be cracked, as the thick crust of bone which 
serves as brains for some bureaucrats. If you were 
working in a war plant, say Studebaker’s big Chicago 
plant, and you read that the DPC was going to sell 
the plant, what would you do? You would figure that 
was curtains so far as your job at Studebaker was 
concerned, and get busy and find a job in some plant 
that wasn’t going to be sold. That wouldn’t be com- 
placency—just human nature. But if that is all the 
harm these premature and nitwit actions do, it might 
be passed off as one of those things. Unfortunately, 
every plant listed for sale lowers the morale of all the 
war workers in the country. It is a preview of hard 
times ahead. So workers decide to forget about that 
new home they are planning to build after the war, 
and hang on to their bonds, just “in case.” Thus, the 
seeds for postwar deflation are sown. 


Put It in the Pay Envelope 


On the door of a cheerful room in Mercy Hospital, 
Chicago, is a bronze plaque bearing these words: 


Endowed by John G. Shedd and James A. Simpson for 

the benefit of employees of Marshall Field & Company. 
It was a nice thing for these two men to do and, no 
doubt, over the years, many Field employees benefited 
by their charity. But I was interested in a comment 


made by an old Field employee, whose service record 
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went back to the days when these two men dominated 
the great Field enterprise. “Some of us would feel a 
lot more kindly toward Shedd and Simpson if, during 
their lives, they had put a little more into our pay 
envelopes and a little less into things like this. Then 
we wouldn’t have to depend upon their charity now.” 
The criticism was hardly fair, because if all the 
money these men spent for philanthropic purposes 
were lumped together and divided among the thou- 
sands of Field employees, it would amount, at best, 
to only a few dollars each. Then, too, it was personal 
money, and not company money, the men had given. 
But the comment brings out a rather important 
point in human relations. The average American, 
whether he is a white-collar employee or a man on 
the production line, does not ask nor want charity. 
He doesn’t want to be patronized. He doesn’t want 
to be “taken care of.” He wants to take care of him- 
self. That is why so many corporations find the best 
policy is to pay cach man the very maximum he is 
worth, and let him look out for himself. It may not 
be the best way, but it is the American way. 


Postwar Storekeeping 


What will happen to department stores after the 
war? Recent developments, such as the formation of 
buying syndicates, training pools, etc., indicate the 
stores themselves are a bit concerned about their 
postwar position. Some manufacturers think de- 
partment store costs are going to be the target for 
all sorts of new distribution schemes, especially the 
producer-owned “laboratory” store of the Firestone 
type. During the years, we have seen many attempts 
to short-cut distribution and selling costs. All of 
these have been ballyhooed as going to eliminate some- 
hody—jobbers, independent merchants, mail order 
houses, or something. The list includes chain stores, 
co-ops, wagon jobbers, super-markets, direct selling, 
company chains, and what have you. But somehow 
or other, the much advertised disappearing act never 
took place. All that happened was, the fellow who was 
supposed to be put out of business thought a little 
more, worked a little harder, and kept on keeping on. 
By and large, the cost of distribution, regardless 
of the method used, has remained about the same. 
So we are not impressed by the wishful souls who 
think distribution is going to be turned over to the 
small business man, and that the big store will be a 
thing of the past. Stores will probably grow bigger 
ind better, as they knuckle down to the real job of 
training clerks to do a constructive over-the-counter 
selling job. But that does not mean there will not 
he a good spot for the independent merchant in the 
ostwar scheme of things. His role will be just as 
important as he makes it. Even in postwar France, 
where business is going to be pretty well regulated, 
he distribution job will be carried on by private 
nterprisers. 
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Get All the Facts 


George V. Denny, Jr., of “Townhall Meeting of the 
Air” fame, carries with him a little ball, one half of 
which is painted white, and the other half painted 
black. At the conclusion of his broadcast, he tells 
his audience about the purpose of the Townhall meet 
ings which he inaugurated several years ago. He ex- 
plains there are two sides to every question. Then he 
holds up his ball with the black side to the audience. 
“From where you sit, you see a black ball, but from 
where I stand, I see a white ball.”’ He turns the ball in 
his fingers. “But now you see a white ball and I see a 
black ball.” He thus demonstrates his point that the 
momenteus questions now before the people are just 
like that ball. They have two sides 
see, and the side the other fellow sees. The Townhall 


the side you 


meetings, he explains, show both sides of these ques- 
tions, so there may be an informed public opinion in 
America. Seeing just one side of a question—your 
side—is also common in business. How many times 
have we decided questions presented to us, without 
making any effort to see the other side of them? How 
many times have we brushed aside a new idea, just be- 
cause it did not check with our own limited experience ? 
It has been weil said, and will bear repeating, that a 
man’s judgment is no better than the facts upon 
which his judgment is based. To decide wisely and 
well, we need facts—not just a few facts presented by 


“ves” men, but all the facts. 


Chins Up! 

Two business men met at a service club luncheon. 
One was full of complaints. The government was 
putting him out of business. He couldn’t get any 
materials. He was losing all his good salesmen on 
account of the salary freeze. The country was headed 
straight for hell. But his table companion was not 
impressed. Said he: “You seem to be doing all right, 
even with all your griping. You just bought your- 
self a new home, you are going away for a month’s 
vacation to Florida, and you never had so much 
dough in the bank since you’ve been in business. Why 
don’t you quit looking at the hole, and try to see the 
doughnut for a change?” It was a good question, and 
one which applies to a good many of us in business 
at this Thanksgiving season. It is so easy to get a 
sour point of view; so easy to get steamed up about 
what we don’t have, so that we overlook the things 
for which we should be thankful. We can all profit 
by following the sage advice of that poet who urged 
folks to forget their failings, and to count their bless- 
ings. Naturally, a war will bring troubles. We all 
have them. But let’s keep them to ourselves. For no 
matter how much our troubles may trouble us, we do 
not have to look far to find another whose troubles 
are so much greater that, beside them, ours seem 


J. cs A. 


trivial and unimportant, indeed. 











IN THE ACTION YEAR OF 1945... 





1945, the year when gradual recon- 
version must be superimposed on 
the War economy, promises to go 
down as the biggest “‘paper records” 
vear of all time. 

Office filing systems will have to 
bear the brunt of this unprecedented 
activity. Systems that slow down 
finding time must give way to those 
that speed it up. Systems that waste 
filing space and supplies must be re- 
placed by more efficient ones. 

The alert file supervising execu- 
tive will meet this challenge with a 
filing system that is flexible and ex- 
pansible—capable of absorbing any 
changes at a minimum of cost, in 
time, labor and extra purchasing. 


As an aid to this executive, Rem- 


Will your 


Ps 


ington Rand has prepared two in- 
formative booklets both of which 
have just come off the press. The 
first, “How ‘To Eliminate Those 
xtra Filing Costs” is filled with 
timely tips which show how to keep 
the time, labor and supplies costs 
of your filing setup at an economical 
minimum during the coming year. 
The second, “‘Looking Ahead’’, tells 
all about Variadex—the alphabetic 
expansible filing system, and how it 
completely meets the challenge of 
1945. These authoritative booklets 
are free and are offered absolutely 
without obligation, 





“~ 





The world’s largest manufacturer 
of filing equipment and supplies, 
Remington Rand offers you a com- 
plete line as used with the most mod- 
ern and efficient filing techniques. 
Our local Branch Office will gladly 
deliver exactly what is best suited 


to your particular requirements. 


2 GUIDES TO BETTER BUYING IN 1945 


Send today for “How to Eliminat 
Those Extra Filing Costs” and ** Look 
ing Ahead’. Free and without obliga 
tion— from our nearest Branch Office. 
or write to us in Buffalo. 








SYSTEMS DIVISION 


REMINGTON RAND 


Buffalo 5, New York 
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mall Hal Business 


Bigger Retailers continue to 
grow bigger and to take steps to 
increase buying power. Carson 
Pirie Scott, important on Chica- 
go’s State Street, announces join- 
ing the Macy-May buying affilia- 
tion. Marshall Field’s, top retailer 
on the same street, announces 
pooling of some of its purchases 
with the 23 large stores now buy- 
ing through Associated Merchan- 
dising Corporation. Every manu- 
facturer with things to sell 
through retail stores needs to keep 
close track of all these buying 
moves. 


General Electric continues 
to make news. First, it abandoned 
plans for a postwar planning con- 
ference in Chicago, at the request 
of War Production Board, which 
thought that the company’s 
planned meeting would take peo- 
ple’s minds off war production or 
make them think the war was near- 
ly ended. But its postwar plans 
continue. Company recently pur- 
chased a 42-acre site at San Jose, 
California, to build a large plant, 
and also purchased a plant at 
Anaheim to manufacture plastics. 


Mergers and Purchases 
continue. Prediction is, we will see 
a wave of mergers at war’s end, 
but the buying of smaller busi- 
nesses by larger businesses goes 
on. Much buying today is for some 
special advantage, such as to ac- 
quire lines to take up expanded 
manufacturing capacity, to acquire 
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well-known brands, and to reach 
into new territory. 


Marshall Field, publisher of 
the Chicago Sun and New York’s 
rather unusual PM, has entered 
the book publishing field with his 
purchase of Simon and Schuster 
and Pocket Books, Inc. No other 
book publisher ever seemed able to 
develop merchandising to such a 
high point as Simon and Schuster, 
whose firm is young, as book pub- 
lishing houses go. It helped de- 
velop the tremendous sale of the 
25-cent books with its subsidiary 
Pocket Books, Inc., but its great 
fame came from the intensive pro- 
motion put behind such titles as, 
Dale Carnegie’s famous How to 
Win Friends and Influence Peo- 
ple. Mr. Field announces inten- 
sive development of both proper- 


ties as soon as war ends. 


Big War Profits in many 
large companies simply do not 
exist. Republic Steel is a good 
example. Instead of growing fat 
and rich on war contracts, Re 
public’s profits averaged $12,- 
500,000 for 1942, 1943, and 1944, 
against an average of $18,500,000 
for the years of 1939, 1940, and 
1941. In other words, volume in- 
creased 57 per cent, and earnings 
declined 32 per cent. Which is but 
another way of saying that the 
stockholders took a 82 per cent 
cut in their pay. What would labor 
say if it had taken a 32 per cent 
cut in pay during the same period? 


Studebaker is at work on a 
wonderful job in planning modern 
salesrooms and shops for its deal- 
ers. With complete plans and blue- 
prints, plus illustrations in color, 
the company is furnishing dealers 
with a book which tells all that 
needs to be known about erecting 
the proper premises on which to 
conduct a “complete transporta- 
tion service” business, including 
the sale of new cars. There are 
few lines today where there are 
enough good dealers to provide 
successful outlets for every manu- 
facturer. Hence, this trend toward 
helping to establish new dealers, 
and to improve the old ones. 


Pennsylvania-Central 
claims it will sell a ticket for a 
flight from Washington to Paris 
for $197.00, with a 10 per cent 
discount for the round-trip ticket. 
This is based on an average of 5 
cents a mile. Other fares proposed 
are: New York to London, 
$176.00; to Moscow $290.05 ; and 
should business call you to Cal- 
cutta, the fare will be, if PCA’s 
$500.90. But 


PCA is only one of a group of air- 


plans go through, 
lines which are presenting pleas 


for foreign air routes. 


Savings Deposits, now larg- 
er than ever before in the history 
of the country, are hailed as proof 
that buying will boom as soon as 
there is more merchandise avail- 
able. This is not necessarily true. 
Obviously, the existence of these 


= 
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Who’s Going to Make a Mistake Here? 


Not the man who has the clear, concise instruction 
sheet. But don’t put the blame on the other fellow, 
either... put it where it belongs—on the record form! 

And furnishing legible records is the job Uarco 
continuous-strip forms do. With a Uarco Register, 
one person at one time writes enough copies for your 
every need... furnishes “originals” for all interested 
parties. These records put an end to excessive copy- 
ing and re-copying .. . lessen the possibility of errors. 

But that is only one of the jobs Uarco does for 
business record keeping. These continuous-strip 
forms speed the flow of work smoothly, efficiently . . . 
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end carbon fuss, stop-and-go actions, and other time- 
wasting operations. Uarco records are made either 
for handwritten or machine-written use. They may 
be carbon interleaved or non-interleaved; may be 
used in a Uarco Autographic Register, typewriter, 
billing or tabulating machine. 

No matter what type of record keeping problem 
you have, Uarco has or will devise a form to fit your 
individual need. It will cost you nothing to have a 
Uarco representative call today. 


UNITED AUTOGRAPHIC REGISTER COMPANY 
Chicago, Cleveland, Oakland e Offices in All Principal Cities 


HANDWRITTEN + TYPEWRITTEN + BUSINESS MACHINE RECORDS 


BETTER BUSINESS RECORDS 
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ieavy savings is a sort of insur- 
ince policy against the time when 
arnings may not be so high, but 
he people who were foresighted 
nough to lay up these savings are 
ot going to rush pell-mell into the 
uarket and spend their savings 
vildly. It will require salesmanship 
f the highest order to convert 
hese savings into payments on 
omes, appliances, automobiles, 
nd other merchandise. Any com- 
any which thinks it will not have 
o do a high-class job of selling 
fter the war is over may have 
nother guess coming. 


Henry Ford makes the head- 
nes again, promising a car 20 
per cent lower in price than we 
paid for Fords when they were 
leing produced and sold in quan- 
i:ties. Of course, we all know that 
Mr. Ford has a habit of making 
the headlines with dramatic pre- 
dictions, at least a few of which 
never come to pass. But we wish 
lim well on the lower priced Ford. 


Johns-Manville prepared 
and filed with various divisions of 
the government, 71,588 reports 
and questionnaires during 1943. 
This was more than double the 
number filed in 1942. It cost the 
hig building materials company the 
tidy sum of $146,000 to prepare 
and file these reports. Make your 
own comment. Do your own cuss- 
ing. We stand mute! 


Hotel Situation, on which 
we feel impelled to say a few 
words, each month grows worse 
instead of better. By that we mean, 
your chances for getting a room 
in Chicago, New York, Cleveland, 
and other cities are worse than a 
few months ago. The same is true 
of many trains, too. People are 
going places in a big way. Conven- 
tions are drawing record at- 
tendance, and millions of people 
are riding for pleasure as well as 
business. That is not all. Many 
hotels are losing ground so far as 
service is concerned. Equipment is 
breaking down from the overload, 
and the results of having to get 
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along with green help seem to be 


pyramiding. It seems incredible 


that hotels and railroads have 
done as well as they have, despite 
the fact that a few seem to have 
stopped trying—a very few, we 
are glad to report. But those few 
are creating some of the bitterest 
enemies possible among their one- 


time customers. 


Credit Expansion seems cer- 
tain after the war, especially in 
the consumer credit field where the 
amount owed is less than half the 
figure at the end of 1941. Which 
means that, in addition to saving a 
record amount of money, the peo- 
ple have paid off their installment 
debts to a large extent. When 
things which are usually sold on 
time payments are again manufac- 
tured, credit conditions ought to 
be easy. 


P. W. Litchfield, Goodyear’s 
chairman, reports that no other 
basic industry can look forward 
to quite such a rosy future as 
that, for 
each of the first three vears after 
the war ends, United States alone 
70,000,000 new 
Best previous year was 1941 when 


rubber. He estimates 


will need tires. 
the industry actually produced 
62,000,000 After World 
War I there was a boom in tire 


tires. 


factory promotion. Many a city 
saw some promoter, with no more 
ability than was needed to separate 
people from Liberty Bonds, build 
a tire plant which never sold 
enough finished tires to pay for 
printing the stock issue. We hope 
this doesn’t happen again. 


Tough Competition in the 


radio and television receiver field 


seems assured for postwar, with 
many companies, whose capacities 
have been multiplied by four or 
six for war production, now plan- 
ning to carve out a bigger share 
of the civilian market when the 
time comes. Meanwhile, the estab- 
lished leaders are far from inactive. 
Promises to be a most interesting 
fight for the consumer’s radio dol- 
lar. Another field 


which needs 


much constructive work in_ build- 
ing more and better dealers, with- 
out which some of the manufac- 
turers are doomed to disappoint- 
ment. There aren’t enough good 
dealers to move the merchandise 
now planned for production. 


General Motors had total 
of $3,259,194,235 for the 
first nine months of 1944, as com- 
pared with $2,699,671,478 for the 
same period of 1943. Despite this 
increase, inventories were lower— 
nearly $60,000,000 lower in 1944 
than at December 31, 1943. May 
be a hint for wise management. 


sales 


Large Size Week, a promo- 
tion for chain stores, sponsored by 
Chain Store Age, progressive and 
influential business paper in this 
field, will be featured in 200 drug 
chains, operating more than 4,200 
stores. January 19-29, 1945, is 
the date. An 
purpose of which is to sell larger 


excellent idea, the 


sized packages than consumers 
habitually buy. This idea is a con- 
structive one, which 


probably 
would grow into a_ tremendous 
promotion if expanded to cover 
other fields. There’s certainly noth- 
ing very economic about the small 
packages in which many products 
are sold today. How much con- 
sumers could save if they bought 
more merchandise at one time, is 
anybody’s guess, but the figure 


would probably be many millions. 


Pathfinder Loses Way: 
Emil Hurja, one-time advertising 
man, who went into election out- 
come forecasting about two elec- 
tions back, and is supposed to have 
forecast with amazing accuracy 
for Jim Farley, went wrong in a 
big way this time when he pre- 
dicted Dewey to win with 364 
electoral votes. Mr. Hurja, who 
Pathfinder, 
based his prediction on 28 counties 


now publishes The 


which, he said, always voted for 
the winner in many elections. And 
so another “formula” goes down. 
We hope it doesn’t take his maga- 
zine with it, as a similarly wrong 
forecast took the Literary Digest. 


) 














Vacant Chairs 


—in thousands of offices 
everywhere bring the ne- 
cessity of vigorous recruit- 
ing programs. It means, 
to put it plainly, that 
some companies will be 
raided by others, seeking 
new blood. 

Is your company safe 
from personnel raids? How 
do you handle the prob- 
lem of key men with wan- 
derlust? Of key men sud- 
denly given a chance to 
earn much more in a new 
job? Check your policies 
against others which are 
described in this report 
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If Key Employees 
Want to Resign 


BY EUGENE WHITMORE 


¥ IS claimed that war workers 
are leaving Los Angeles County 
at the rate of 6,000 a month. 
San Francisco is supposed to be 
losing almost an equal number. 
Baltimore, Philadelphia, Cleveland, 
Detroit, and other war work cen- 
ters are also reporting heavy popu- 
lation losses. 

Key men, changing to new jobs, 
have created such a problem in 
New York advertising agencies 
that agency heads are said to have 
discussed possible steps to stop the 
wave. In several industries there 
have been discussions of “gentle- 
men’s agreements” to stop hiring 
men away from each other. 

In at least two cities, leading 
companies have agreed to stop 
hiring cach other’s men without 
checking with present employers 
before enticing men away. 

There is a stir and unrest which 
is yanking many established execu- 
tives out of current jobs. Actually, 
there is a wave of job changing 
sweeping the country. Some of the 
reasons are: 

1. Companies are strengthening 
organizations for active postwar 
work. 

2. Many key people in plants 
where war work is still heavy want 
to find jobs where they think the 
risk of reconversion idleness will be 
lessened. 

3. Many men who have gained 
valuable experience, and have won 
promotion since 1941, are anxious 
to capitalize this experience and 
enjoy higher earnings before the 
boom ends. 

4. Many other executives, both 
men and women, are forced to 


make changes to escape the salary 


freeze which holds down possibili 
ties of increased earnings. 

5. Many companies which dis 
mantled sales organizations ar 
now building up those organiza 
tions for active selling. 

These five reasons add up to a 
business headache of the first mag 
nitude, because many organiza 
tions are losing valuable men and 
women. They are losing key peopl: 
in whom they have large invest 
ments in training and experience. 

Here is a typical case: Sales 
manager ; earnings about $15,000 
a year. His company turned to 
war work, leaving him nothing to 
do but trek to Washington to 
negotiate contracts. The negotia 
tion period has now turned to re 
negotiation in charge of the com 
pany’s legal and accounting staff. 
He believes that it would be two 
years before his company returns 
to vigorous consumer selling. He 
did not feel justified in asking for 
a raise under such conditions. An 
other company, less active in war 
work, more able to deliver mer 
chandise to its regular customers, 
offers him $25,000 a year, with 
what appears to be a brilliant op 
portunity ahead. He told his 
former employer goodbye, said his 
regrets, and left. 

Case two: A personnel man who 
has made a splendid record with « 
company that has had spectacular 
growth since 1940. Now, the com 
pany is getting cutbacks. Becaus: 
it is a small company, under- 
manned, and still busy with wa: 
work, few plans have been mac 


for its postwar production. The 


personnel man felt insecure in suc! 
a position. He resigned in autumn 
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1944 to join a consumer goods 
nanufacturer whose production 
seems almost certain to continue 
m a high level, with few conver- 
ion problems after the war. 

Case three: Designing engineer. 
\lade an excellent record with a 
var plant. Then felt the design 
voblem in this company had 
nded, with all the emphasis on 
etting out the work. Wanted to 
et into a position which held op- 
ortunity for future, more secure 
han present job. Left, leaving his 
omployer without anyone of equal 
,ill to cope with postwar design 
roblems. 

Case four: Sales manager. Well- 
snown specialty company. Rival 
company went on a personnel raid- 
ing expedition, offered him $3,000 
i year increase which he accepted. 

Case five: A skilled, experienced 
cmployee relations man on the west 
coast left a good position because 
le feared what may happen to this 
region industrially after the war. 
Now with eastern competitor. 

We could go on indefinitely, cit- 
ing one case after another where 
valued employees have left excel- 
lent jobs, on which they have been 
at work for many years—some for 
vood reasons, others for reasons 
which seem flimsy and, at times, 
ill-advised. 

What can a company do about 
the men and women who, for one 
reason or another, suddenly decide 
to seek greener pastures elsewhere? 

First step, according to a num- 
ber of executives interviewed in the 
preparation of this report, is to 
recognize the problem as a com- 
pany-wide challenge. It is a prob- 
lem in which every executive must 
contribute some sort of solution. 

It is not just a matter for the 
personnel department or the em- 
ployee relations department to 
handle. It is a problem for every 
executive from the president to the 
lowliest supervisor or foreman. 

Looking at the difficulty, which 
promises to become worse before 
it gets better, it is plain to see 
that every executive, who wants to 
he lp hold (Continued on page 36) 
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Why Employees Resign 


Offered higher salary elsewhere 
Employed below highest skill 

Raises, implied or promised, not 
granted 

No overtime earnings 

Thinks pay inadequate for responsi- 
bility 


To escape salary freeze 


Distrusts management’s ability 
Doubts company’s postwar stability 
Thinks management discourages 
suggestions 

Work or responsibility too heavy 
Thinks company too conservative 
Secs no future opportunity 


Lack of recognition of achievement 


Fancied grievances 

Real grievances 

Thinks nepotism governs advance- 
ment 

Dislikes company policies 

Dislikes superior executives 

Dislikes fellow employees 

Rebels at company rules (no smok- 
ing, etc.) 


Thinks others unfairly promoted 


Restless, bored, wants change 

Curiosity about new job 

Wants to move 
(a) to California; (b) back east; 
(c) to a small town; (d) to a 
larger city; (e) back to home 
town 

Is a born drifter 


Ambitious beyond real ability 


Wants work nearer home 

Bad transportation 

Poor lunchroom facilities (or none) 
Uncomfortable or unpleasant work- 


ing conditions 


Bad health—wants to rest or retire 


f 


FINANCIAL 
REASONS 


LACKS 
FAITH IN 
EMPLOYER 


Perhaps Correct at Times 


SUSPICIONS 
(Some 
Justified) 


WHIMSICAL, 
UNSTABLE 
REASONS 


PRACTICAL 
REASONS 

















A President Talk 





If you would see yourself as the president of your com- 
pany probably sees you, by all means read these brief, 
penetrating paragraphs in which a manufacturing 
company president talks frankly and directly to his 
staff executives. Every paragraph is a gem of manage- 
ment ideas, and is worth passing on to all executives 





BY A. G. REDMOND 


HE average executive is just 

another working man, whereas 
he should occasionally develop new 
and novel ideas, as does the inven- 
tor. A plodder has no business in 
an executive position. 





Management must consider the 
load an executive is carrying at 
the time an appraisal is made of 
his actions. Men with light loads 
are more agreeable and willing to 
cater to management’s ideas. Many 
men with heavy loads fail to carry 
out suggestions of management, 
and don’t take the trouble to ex- 


plain why. 





Since accepting advice from 
others is the most difficult thing 
an individual has to do, manage- 
ment is very naive in thinking 
executives suggestions. 


Elaborate selling, evidence, cajol- 


accept 
ing, pressure, and, at times, 
threats, must be used to get one 
man to listen to ideas of another. 
It’s a game of skill. 





In golf, the difficulty in the case 
of the duffer is in remembering all 
the pointers the pros tell him. The 
problems are so hard to handle 
that very few ever learn the game. 
In business, the same applies. 
Much of the advice given execu- 
tives by top management goes in 
one ear and out the other. It is not 
12 


used because, in the split second 
that control is desired, the old 
habits and tendencies take the up- 


per hand. 





The more novel ideas top man- 
agement has, the more difficulty it 
has in finding executives with 
vision enough to put them into 
effect- 
idea when they see it. 


who can appreciate a good 





Individuals like to work for 
those who recognize accomplish- 
ments to date and who can issue 
instructions or requests in a man- 
ner fitting to their past perform- 
ance and demonstrated intelli- 
gence. Giving credit where credit 
is due, can be done in many ways 
aside from direct statements. 





There is a formula by which an 
executive can eliminate most criti- 
cism coming from top management. 
It is simple. Methodically list all 
ideas, suggestions, requests given 
out by management, and report 
back on action taken, if any. If 
such has not been taken, report 
back when it will be. This action 
does not necessarily mean comple- 
tion of a project. It may well be a 
report on thinking done. Manage- 
ment accepts mistakes—even those 
running into thousands of dollars 

but cannot accept indifference, 
looseness. 


Children pay little attention ¢ 
admonitions of parents. Student 
sleep while professors lectur 
little 
even sleep, while management at 


Executives pay attention 


tempts to assist them in solvin 
their problems. 





If you can, in your dealing 
with others, always act like 
“regular fellow,” you have tl 
answer to influencing them. Peop 
dislike displays of superiority o 
meanness. A “regular fellow” 
simply a well-balanced person wh 
is not bossy, noisy, braggish, t« 
dumb, tight, lazy, talkative, gos 
sipy, and who will go somewh: 
out of his way to help others. 





When starting in an executiy 
position, the smart thing to do is 
to obtain from the immediate su 
pervisor details of what he expects 
from your department. In_ this 
manner, you will be able to gaug: 
your worth, and be relieved of t] 
strain of wondering if the manag: 
ment is satisfied with your work 





The term, “a won’t guy,” 
really expressive in describing tly 
executive who bucks ideas of others 
as a matter of course. A “won't 
guy” won’t go far—until a “will 


guy” comes along. 





There’s someone to pass judg 
ment on every statement we make, 
especially in cases where we accus 
others of being out of line. Bi 
careful, as the accusations must 
be backed up or they will back 
fire. Any executive with two cents’ 
worth of guts will defend himse!f. 





In most 
biting executives keep management 


organizations, back 


dizzy with their stories of their 
associates. Such situations, usually 
arising from jealousies, or politics, 
effectively “slow down” any kind 
of enterprise. 
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His Executives 


Nineteen years ago, A. G. Redmond Company operated a small machine shop. 
Today, the company, under the direction of A. G. Redmond, pictured above, 
employs 2,000 people in two plants, with five acres of floor space. Once a week, 
Mr. Redmond issues these brief paragraphs to his men. We have seldom read 
better advice or such penetrating suggestions from top management, and feel 
fortunate that Mr. Redmond has agreed to share his ideas and observations 


A management which does not 
take time to make its executives 
cel at home in its presence can- 
ot expect them to operate at full 


‘apacity. 





Some executives accept criticism 
olitely and graciously, and pro- 
ceed to act on improvement. A few 
iccept the criticisms and promptly 
orget to act. Many neutralize any 
elp or criticism (another term 
lor suggestion) by immediately 
utering into a long harangue. A 
tow positively refuse to accept any 
rm of criticism. It’s most unbe- 

vable, but the individuals en- 
uuntering the most difficulty in 
ceepting criticism swear they are 
ot aware of this fundamental 


‘akness. It doesn’t take much 


iagination to know which execu- 
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tives will advance and which will 


stand still or go backward. 





Men refuse to rate themselves, 
and are, therefore, surprised when 


management tells them the truth. 





Top management complains of 
executives who fail to complete 
projects, correct weak situations, 
improve efficiency—while, at the 
same time, it fails to correct the 
situation. It is then guilty of the 


same failure as the executive. 





It is not possible to operate a 
business without pointing out 
shortcomings of individuals. The 
idea of passing out only compli- 
ments to employees is sheer non- 
sense. It takes an explosion to 


move some people. When manage- 


ment stops pointing out short- 
comings of an employee, the in- 


dividual is past hope. 





If top management can find 
three men out of an organization 
of hundreds who are self-starters, 
are easy to work with, are in- 
terested in absorbing constructive 
criticism, a successful business will 
result. 





Don’t wait for the management 
to give you a better position. Go 
to your immediate supervisor and 
ask for any position you desire, 
even though it is now filled. Just 
be sure you take along evidence 
you can do the job better than 
the man on it. If you haven’t the 
nerve, plus the proof, be satisfied 
with the job you have. 





Fear and its mate, distrust, 
make up the employee’s daily diet. 
The employer who. attempts to re- 
duce these is on the road to big 


things. 





Some people just can’t accept 
ideas from others and will put in 
their two cents’ worth, evenif they 
have no direct connection with the 
matter. Such guys are the most 
stuck 


along the path of success early in 


~ 


repulsive of all, and get 


> 


the game. 





Business men, engineers, special- 
ists, all attend societies to learn 
about improving everything under 
the sun except their personal hab- 
its. If they would straighten out 
their human relations problems 
first, they would need far less help 


on the others. 





The average executive pays no 
more attention to the counsel of 
top management than he does to 
the funny papers, and wonders why 
he is out of tune when the show- 


down comes. (Continued on page 34 








ITH manufacturing and sales 


plans already completed for 
tripling its best prewar production 
year, Nash Motors Division of 
Nash-Kelvinator Corporation has 
developed a new dealer franchise 
agreement which provides for the 
concentration of car distribution 
through a restricted number of 
selected dealers, with protected 
territories and greatly improved 
service to owners, according to 
George W. Mason, president. 

Specifically, the plan provides 
for extending the new franchise 
to only 1,500 to 1,800 dealers, as 
compared with approximately 
2,000 dealers in 1941. 

“Proper distribution of the 
country’s production, which is a 
factor of prime importance to 
postwar prosperity, depends to 
a great extent upon the soundness 
of the retail function,” Mason 
said. “Our contract recognizes this 
fact by aiming at soundness in the 
peak production years and there- 
after, rather than merely at break- 
ing sales records. 

“In normal years, the nation 
has about 40,000 automobile deal- 
ers who operate under contract 
with the various manufacturers. It 
is the character of these contracts 
which determines the profit possi- 
bilities in the smaller businesses 
the car dealerships represent. 

“In the sellers’ market which 
will exist after the war, manufac- 
turers can easily sell all of the 
goods they can produce. But they 
should not forget the security of 
the retailers or service to their 
owners,” Mason continued. “In- 
stead, they should aim at strength- 
ening the retail segment of the 
national distribution system so it 
will be prepared to face the level- 
ing off period which will inevitably 
follow when the postwar backlog 
has been exhausted. 

“Nash could easily sign up 
4,000 or more dealers and most, if 
not all, of them would make some 
money during the postwar sellers’ 
market. Few of them would be able 
to build up adequate facilities and 


a strong competitive position dur- 
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The New Nas})« 





l 
Nash Motors Division, Nash-Kelvinator Corporation. . 
looks for a motor car buying boom as soon as new Cars . 
are once more available. But its sales policy, now being 
explained to dealers, is based on the long pull, with al. V 
the emphasis on conditions which may exist when the | 
boom calms down. A complete report, explained by h 
George W. Mason, the company president, appears 
here. Our most important postwar planning story | 





BY R. G. FRENCH 


ing that period, though. When the 
leveling off period arrived, we 
would have a repetition of the old 
story of high dealer mortality and 
inadequate service. We _ prefer, 
therefore, to enfranchise a limited 
number of selected dealers on a 
sound sales, service, and financial 
basis designed to create strong, 
high volume dealerships equipped 
for the competitive market after 
the early demand has been met.” 

H. C. Doss, vice president in 
charge of sales of the Nash Mo- 
tors Division, revealed details of 
the new dealer franchise which, he 
said, was developed after two 
vears of intensive study and per- 
sonal consultation with thousands 
of dealers. Basically, its aim is to 
prevent overexpansion of the re- 
tail organization during the period 
of excessive public demand for new 
cars, and to provide fewer and 
stronger dealers with financial re- 
turns that will enable them to meet 
public needs, during the recession 
period, with full strength. 

Doss, a leading exponent of 
mass selling, who has participated 
in the marketing of millions of 
cars, is enthusiastic over the new 
Nash franchise which is based, not 


on all that the market can absorb, 
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sealer Sales Policy 


but on “normal” volume. Thus, if 
. given dealer’s potential in nor 
mal years is 300 cars a year, then 
lis 1s a 800-car contract, even 
though he may be expected to sell 
+80 cars annually for the first few 
vears. In other words, contracts 
wre based on normal, post-sellers’ 
narket 
honus” of 60 per cent or more is 


potential, and a car 


wovided during the sellers’ mar 
xet to take care of the excess de- 
nand during that period. 

“Wise planning requires certain 
yrojections into the future,” Doss 


said, “and we are conjecturing 
conservatively that, following the 
close of the war, there will be a 
sellers’ market lasting about three 
years, followed by a buyers’ mar 
ket lasting two or three years. 
After that, there should be a lev 
cling off and a return to normal 


conditions. 


“There is, at present, a shertage 


of several million cars, and most of 


the cars now in service are several 
vears old. We anticipate, there- 
fore, that during the first several 


vears following the war, cars will 
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be scrapped at a rate of about 
3,500,000 a year. Such being the 
case, a rate of production of, say, 
6,000,000 cars a year during that 
period would represent a gain of 
only 2,500,000 over the rate of 
scrapping. At that rate, it will 
take at least five years to exhaust 
the existing backlog of demand and 
get back to the number of pre- 
war cars in use. 

“The 


proximately 


industry produced ap- 
16,000,000 cars in 
the last five prewar years. It ex- 
pects to market about 30,000,000 
cars in the first five postwar years. 

“Nash is perfectly confident of 
getting its share of postwar busi- 
1,300,000 


square feet more floor space than 


ness. We now have 
we had before the war. We already 
have blueprinted every foot of 
every building and ordered equip- 
ment and supplies to be ready for 
swift conversion when the signal is 
given. We have developed a new 
laboratory, 


technical research 


aimed at constantly analyzing 
service and performance develop- 
ments in the field. We will also 
operate a service laboratory un- 
der conditions the same as_ the 
actual dealer operates. 

“The product phase of our pro- 
gram began about seven years 
ago. At that time, Nash under- 
took a program of research and 
development which resulted in the 
production, in 1941, of the first 
completely new car in a decade 
the Nash ‘600.’ Just 


war, this new car and its com- 


before the 


(Continued on page 40) 


panion, the 





Presenting the new Nash Motors deal- 
er policy to a dealer. Every presenta- 
tion is made in privacy, to only one 
dealer at a time, and requires a full 
day. With the personal presentation 
completed, the field man leaves a per- 
sonally imprinted prospectus for the 
dealer to study at his own leisure 
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Production Control 
Minus Headaches 


ROUBLE with many production 

control systems—call them or- 
der systems, factory ticket sys- 
tems, it makes no difference—is 
that, too often too many people 
have to write too many pieces of 
paper. That’s probably over- 
simplification, but it’s the truth. 

Big thing to remember in plan- 
ning an order control system is 
that every time a piece of paper 
stops for somebody to write some- 
thing on it, there is danger of de- 
lay. The paper, or as is often the 
case, the collection of papers may 
go through five stops without de- 
lay, and then, the person who 
writes the sixth may be over- 
worked, lazy, slow, or inaccurate. 

If this is the case, the whole 
process of getting a manufactur- 
ing order into the plant stops dead 
in its tracks right then and there. 
Most office and production man- 
with the old 


type production system wherein 


agers are familiar 
somebody wrote the original order. 
Then somebody else copied off, on 
another form, the parts list ; some- 
body else wrote, on still another 
piece of paper, the tool list. 

Then the statistical department, 
the cost department, and several 
other departments had to take off 
their records—all this before any- 
body in the shop got to work on 
the order. 

The big idea now is to write 
everything at one time, and make 
enough copies for everybody con- 
cerned. This plan has many ad- 
vantages: First, it is faster. But 
more than that, it eliminates the 
chances for errors in copying. 
Then, it does away with the delays 
that inevitably hold up work. 

There are several ways of pro- 
ducing factory orders, all of which 
are a tremendous improvement on 
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the old way. One of the most popu- 
lar is the writing of all the infor- 
mation needed on one master rec- 
ord from which as many copies as 
needed can be made. With all the 
information written at one time, 
there is no delay, and the copies 
are run off on a fast machine. 

Colonial Radio Corporation, 
Buffalo, New York, manufacturer 
of radio receivers in peacetime, 
and electronic equipment for the 
government in wartime, recently 
installed a modernized production 
control, or order writing system 
which has reduced errors, saved 
time, eliminated scrap. Here is a 
brief, streamlined description of 
the system: 

Manufacturing operations are 
set up on a straightline basis. 
Standard routings are established 
by the engineering department. 


The same piece part is processed 


ve + eT oe ee ee te ee 


er ee ee ee 





in the same way until an engineer 
ing change comes through. 
After the engineering depart 
ment releases the specifications, 
the layout engineer in the tool de 
sign department lays out the 
routing and operational sequence 
This is written up on a blank shop 
order form in pencil, showing 
exactly how the typist is to type 
this same information on the mas 
ter. The typist is in the tool de 


When she is 


through typing the master, sh¢ 


sign department. 

hands it back to the layout en 

gineer to check and proofread. 
The master is then sent to th 


department. A gir! 


duplicating g 
operator runs the duplicator in 
issuing the Shop Order—Opera 
tion Record copies, averaging 200 
masters weekly, with about 18 
copies per master. Blank pape: 
drilled and (Continued on page 46 
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Typing masters on tough paper, erasures are easily made 


| ae a 


Copies made are then sorted into bins by departments 


For reference in time booths, copies are in post binders 
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Masters then go to duplicator, after they are proofread 


cost department uses operations sheets as needed 








Wage and Salary 


Control Plans 





How to set up standard job classifications, and estab- 
lish uniform salary range schedules. With these two 
jobs done, salary administration becomes almost a 
routine operation, claims the author who has a wide 
experience in salary problems. Part three of a series 





BY RALPH W. ELLS 


N 1948, six months after stabili- 
zation, the president of a large 
corporation said, “Show me how 
to make a fair and equitable dis- 
total 
regulations 


tribution of our payroll 


within stabilization 
and T’ll guarantee half of our 
problems will be solved.” 
Undoubtedly, he was exasper- 
ated, at the moment, through his 
inability to handle some particular 
problem; perhaps his legal depart- 
ment had just read something into 
stabilization regulations which 
wasn’t there and this had pre- 
vented him from doing something 
he felt he had the right to do. In 
most companies, during the past 
two years, if an executive wanted 
to start a good argument, all he 
had to do was to get a lawyer, an 
accountant, and a personnel man 
together, read them a section of 
stabilization regulations, and ask 
them what it meant. The answers, 
invariably, would be far, far apart, 
and the meeting would break up 
blaming the War Labor Board or 
the Commissioner of Internal Rev- 
enue for issuing ambiguous regu- 
lations. Surprisingly enough, in 
nine cases out of ten, the regula- 
tions would be clear and concise, 
leading to only one interpretation. 
Why, then, this difference of opin- 
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ion? The answer is simple. The 
lawyer, accountant, and personnel 
man were each starting with dif- 
ferent basic assumptions and, un- 
til they agreed on basic principles, 
they could never agree on inter- 
pretations of stabilization rules. 
For companies with sound sal- 
ary structures and policies, sta- 
flexible 


enough to permit all reasonable 


bilization regulations are 


adjustments in compensation. And 
companies without over-all salary 
programs can establish and obtain 
approval of such programs withn 
60 to 90 days, so_ stabilization 
should not be a problem for any 
company which only wants to 
grant reasonable adjustments t 


Yet, 


vears of stabilization, many com 


its employees. after two 
panies still do not have any pro 
gram approved. Why? The answe) 
is, they haven’t vet reduced their 
salary problems to simple funda 
mentals which everyone can under 
stand. Salary administration with 
in stabilization regulations would 
be almost a routine operation if 
Establish 
schedules, 


all companies would: 


uniform salary range 
and set up standard job classifica 
tions wherever possible. 

If a company correctly classi 
fies individual positions to stand 
ard job classifications, and has 


FIGURE I 


Salary Range Schedule 











| Special 


Job Training 


Merit Range 


Special 
Merit 





Period 
Minimum 


Level 


= Maximum 
Maximum 


Normal 





$ 70 
80 
90 

. 100 

110 
125 
140 
160 
180 


| 
SHAWD NRwC M | 
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200 
220 
240 


260 











$ 87.50 $ 95 
100.00 110 
112.50 125 
125.00 | 140 
137.50 155 
155.00 175 
175.00 200 
200.00 225 
250 

275 
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uniform salary ranges, all em- 
ployees then have the same oppor 
tunity, and a fair and equitable 
distribution of the total payroll is 
possible. The problem of adminis- 
tering salaries is, therefore, pri- 
marily one of determining the type 
of salary range schedule and the 
kind of job classifications to be 
established. 

In most companies, in order to 
handle all salary adjustment prob- 
lems, it is desirable to have salary 
ranges with a 50 per cent spread 
from the minimums to the maxi- 
mums. This 50 per cent spread 
should, in turn, be broken down 
into three parts as follows: (1) A 
probationary or training period 
for beginners; (2) a merit range 
for average employees, and (3) a 
special merit range for outstand- 
ing employees. Generally, the pro- 
bationary, the merit, and the 
special merit ranges should be ap- 
proximately the same, although 
this is not necessary. There are, in 
fact, two schools of thought on 
this point. One school maintains 
the ranges have to be uniform at 
all levels, and the other, the merit 
ranges above a certain level should 
always be the same fixed amount. 

One southwestern concern, which 
has administered salaries under 
stabilization with only minor prob- 
lems, uses the salary range sched- 
ule shown in Figure I. Under this 
company’s salary program: 

(a) Employees starting at the 
special training period minimum 
for their classification are granted 
probationary adjustments at cer- 
tain intervals during the training 
Normally, the 


period varies from 30 to 180 days, 


period. training 
depending on the job. 

(b) Employees starting at the 
merit minimum, or above, are cligi- 
ble for merit adjustment considera- 
tion every three months, subject to 
the following limitations: (1) The 
total merit adjustments to in- 
dividual employees shall not exceed 
in any one year more than two- 
thirds of the difference between 
the “Merit Range Minimum” and 
the “Special Merit Maximum.” (2) 
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FIGURE II 


Clerical and Stenographic Classifications 











Job | Salary 
Level Range 


Clerical Job 
Classifications 








|  $ 80-$120 
90- 135 
100— 150 
110— 165 
125— 185 
140- 210 
160— 240 


3 Jr. Clerks 





Clerks 
Sr, Clerks, Class B 
Sr. Clerks, Class A 


Principal Clerks, Class B 


Principal Clerks, Class A 
Chief Clerks 


Stenographic Job 

Classifications 
Jr. Stenographers 
Stenographers 
Sr. Stenographers 
Jr. Secretaries 
Secretaries 
Sr. Secretaries 
Executive Secretaries 





FIGURE III 


Classifications for Employees Earning 


Over $200 Monthly 








Salary 
Range 


Professional and 
Administrative Job 
Classifications 


Su isory Job 
Classifications 





$160-$240 
180— 270 
200— 300 
220-— 330 
240— 360 
260— 390 
280- 420 
300— 450 
$20- 480 
340- 510 
360- 540 
380— 570 





Jr. Department Manager 
Department Manager 
Sr. Department Manager 
Jr. Division Manager 
Division Manager 

Sr. Division Manager 





Sr. Division Manager 





FIGURE IV 


Job Classifications for Accounting 
Specialists and Supervisors 





Brrore CLASSIFICATION 


Arrer CLASSIFICATION 





Organizational Job Titles 


Job Classifications 


Job Level 





Cost and Property Clerks 
Accounts Payable Clerks 
Payroll Clerks 

Accounts Receivable Clerks 
Rate Clerks 

Time Clerks 

Jr, Field Auditors 

Jr. Internal Auditors 


Jr. Accountant 
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Factory Accountants 
Field Auditor 
General Accountant 


" Sr. Payroll Clerks 





Mgr. Accounts Receivable 
Cost a Supv. 



































Average employees shall be en 
titled to merit adjustment con- 
between the ‘Merit 
Range Minimum” and the “Merit 
Range Maximum” only. (3) Below 


average employees shall not be 


sideration 


cligible for merit adjustment con- 
sideration. 
The (b), 


above, entails maintaining up-to- 


administration — of 


date merit ratings on all employees 
falling under this plan. This is 
accomplished by asking depart- 
ment managers to grade all em- 
plovees once each six months in ac 
cordance with the following for- 
mula: A 
(maximum each department, 20 
per cent); B 


(minimum each department, 60 


Above company average 
company average 
per cent), and C—below company 
average (maximum each depart 
ment, 20 per cent). 

The form used for requesting 
this information is simple, and de- 
partment managers are asked only 
whether the employees under their 
jurisdiction are A, or B, or C em- 
ployees. This company believes the 
merit rating form used for salary 
administration purposes should be 
the simplest form possible and 
should be kept entirely separate 
from merit forms used for other 
purposes. 

Some companies, unfortunately, 
combine their merit rating pro- 
gram for granting salary adjust- 
ments with their testing and train- 
ing programs. Testing is designed 
primarily for determining whether 
it is possible to promote particu- 
lar employees, or for determining 
what kind of training particular 
employees need before they-can be 
promoted, while salary adminis- 
tration is primarily concerned with 
determining the worth of an in- 
dividual. Actually, these two types 
of rating are so unrelated, they 
should not be combined on one 
form. They should be handled by 
two different departments ; one by 
the salary administration unit, 
and the other by the training de- 
partment. 

In large organizations today, 


the duties of individuals are so 
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complex and varied, a great num- 
ber of descriptive organizational 
titles are in constant use. This is 
sound practice because otherwise 
there would be utter confusion. 
That the number of individual job 
titles runs high is brought out by 
a survey an industrial engineer 
made of three firms in 1943. This 
survey showed: Company A had 
3,500 office employees, and 950 
job titles; Company B had 2,800 
office employees, and 650 job 
titles; Company C had 2,000 office 
employees, and 490 job titles; or, 
approximately, one individual job 
title for 
While that may be all right from 


an organization viewpoint, it is a 


every four employees. 


monstrosity from a salary ad- 
ministration angle. 
For this 


lishing a salary 


reason, after estab- 
range schedule, 
such as is shown in Figure I, the 
next step in solving the salary ad- 
ministration problems of any or- 
ganization should be the setting 
up of standard, general job clas- 
sifications. To control salaries and 
to have flexibility under stabiliza- 
tion regulations, it is almost man- 
datory to have general job classi- 
And yet, 


enough, few companies have job 


fications. surprisingly 
classifications for office employees 
except for a comparatively few 
clerical and stenographic classi- 
Most 


most department managers do not 


fications. executives and 
realize there is a distinction be- 
tween: A descriptive “job title” 
used for organizational purposes, 
and a general “job classification” 
used for job evaluation and salary 
administration purposes. 

In fact, if ten employees in 
managerial positions in almost any 
asked how the 


company were 


words, job, position, and job 
classification differed, cight of the 
ten would say there is no differ- 


ence. Yet 


difference. The words, “job” and 


there is a tremendous 


“position,” refer to individual jobs 


or positions; the words, “job 


classification,” refer to a group of 
individual jobs or positions similar 


in nature and content and in re- 








quired amount of knowledge, skill, 
responsibility, education, experi 
ence, ete. 

To establish general “job clas 
sifications” in any company, which 
has never used classifications he 
fore, is a simple matter. After all, 
in most companies there are really 
salaried em 
Clerks : 


professional and 


only five types of 
plovees to be classified: 
stenographers ; 
administrative specialists and su 
pervisors; supervisors of hourly 
workers; miscellaneous employees. 
such as messengers, porters, ete 

Under a salary range schedul 
similar to the one shown in Figur 
I, clerical and stenographic clas 
sifications, such as shown in Figur: 
II, would probably be found on all 
of the lower job levels. 

Under the setup in Figure II. 
any position (the duties of which 
are primarily clerical) classified to 
job level No. 4 automatically car 
rics a job classification title ot 
Sr. Clerk, Class B. The position 
might also carry an organizational 
title, such as Accounts Payabl 
Clerk, but 


from a salary administration view 


that is unimportant 


point. Likewise, a stenographic po 
sition classified to job level No. 5 
would carry the job classification 
title of Jr. Secretary, ete. A com 
pany doesn’t even need a forma! 
job evaluation plan to set up a 
program like this, although jol 
evaluation might help to eliminat« 
internal inconsistencies. 

Employees who earn over $200 
a month are generally staff special! 
ists or supervisors, and can be 
classified under such general titles 
as listed in Figure III. 

With the 


graphic classifications of Figur 


clerical and steno 
II and the special classifications 
of Figure III as the basic pattern. 
it should be easy for almost an) 
company to set up standard jol 
classifications for 90 to 95 pe 
cent of its employees. One com 
pany, which placed a_ progran 
similar to this in effect in 1945. 
found it took only a few hours t 
classify all accounting positions 
Its job titles, before and after th 
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This man is a 
Business Systems 


designer! 


This is Jim Chestnut. For twenty-five 
years he has been designing Ditto Busi- 
ness Systems—fitting them to particular 
and peculiar requirements. Mr. Chest- 
nut is typical of Ditto’s large staff of 
field executives—men who know how 
to design and apply Ditto Business 
Systems to fit your business. There is 
one of these men in your vicinity. It 
will pay you to— 





onal him woul — 


PRODUCTIONS For reconversion use Ditto 
—Save up to 36 hours getting change orders into 
your shop! 

PURCHASING: Ger raw materials into your 
plant 10 days faster! 

PAYROLL: All records from one single 


writing! 


ORDER-BILLING: Eliminate 90 per cent of 
all typing! 





DITTO, Inc., 2320 W. Harrison St., Chicago 12, Ill. 
Manufacturers of Business Machines and Supplies 


WRITE TODAY for 
free samples showing 
how Ditto One-Writ- 
ing Business Systems 
will speed your recon- 
version problems! 


buidtnedd Solem 
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classifying, are given in Figure IV. 
Such an arrangement as shown 
in Figure IV for accounting clas- 
sifications does not mean organi- 
zational titles or descriptive job 
titles can no longer be used. It 
means they can no longer be used 
alone. A general job classification 
is a tool which management uses 
to designate a particular salary 
range. To illustrate, the title, 
Payroll Clerk, by itself, means 
nothing from a salary adminis- 
trative angle, but the title, Junior 
(Payroll Clerk), 
means a salary range of $160 to 
$240. 
From a salary administrative 


Accountant 


and a salary control viewpoint, in- 
dividual jobs, which are similar in 
nature and in required amount of 
knowledge, skill, experience, and 
responsibility, should be combined 
under general job classifications if 
at all possible. This simplifies in- 
ternal salary administration tre- 
mendously. Strangely enough, 
many companies have overlooked 
this possibility of simplifying their 
operations. Apparently, they have 
not yet realized they have the 
right to arrange and rearrange 
the work assigned to individuals so 
that a number of individual posi- 
tions will have approximately the 
same value to the company. Con- 
sequently, they make no attempt 
to combine positions under general 
job classifications, but treat each 
position as though it were a sepa- 
rate entity. This not only results 
in untold confusion, but makes 
difficult the administration of a 
salary or wage program on any 
intelligent basis. Most companies 
were guilty of this prior to stabili- 
zation, which partly explains why 
stabilization regulations have been 
such a burden. If all concerns had 
grouped various individual posi- 
tions under job classifications 
prior to September 30, 1942, there 
wouldn’t be half the problems there 
are today. 

To illustrate, one of the major 
problems, at the present time, is 
to pay fair salaries, without 
violating stabilization regulations, 
99 








to employees whose duties and re- 
sponsibilities have increased to 
such an extent there is little, if 
any, similarity with their work to- 
day and their work on September 
15, 1942, and yet their organiza- 
tional title is still the same. One 
such position in a company was 
the position of Accounts Payable 
Supervisor. Prior to stabilization, 
this was purely a routine job 
which could be handled by almost 
any accountant. In May 1943, 
due to changes in government con- 
tracts, the number of employees in 
the accounts payable department 
of this company jumped from 15 
to 94, and the responsibilities of 
the position were then such as to 
require the services of an expert 
accountant, one with many years 
of experience. The job was ob- 
viously worth considerably more 
money than was previously paid. 
Yet, until the company had its 
program approved, it couldn’t be 
sure it had the right to raise the 
salary range for the position be- 
cause, prior to stabilization, it car- 
ried the Accounts Payable Super- 
visor as an individual position 
rather than as one of a job classi- 
fication group. If the company had 
had a job evaluation unit and gen- 
eral job classifications prior to 
stabilization, the problem would 
have been simple. A job. analyst 
would have reviewed the job, re- 
rated and reclassified it along the 
following lines: September 15, 
1942, organizational job title, 
Accounts Payable Supervisor ; job 
evaluation points, 209; job classi- 
fication, Sr. Accountant; salary 
range, $200 to $300. May 31, 
1943, organizational job title, Ac- 
counts Payable Supervisor; job 
evaluation points, 287; job classi- 
fication, Sr. Accountant Super- 
visor; salary range, $280 to $420. 

In job evaluation, such reclassi- 
fication is a routine everyday oc- 
currence. The value of one job in- 
creases, the value of another de- 
creases, so the job analyst rerates 
the jobs and reclassifies them to 
different general job  classifica- 
tions. This is most confusing to 


those individuals who do not know 
the difference between a “job title” 
for organizational purposes and a 
**job classification” for job evalua- 
tion purposes, They are afraid th 
job analyst is doing something il- 
legal, and they are inclined to be- 
lieve he is breaking stabilization 
regulations. Yet these individuals 
will take a File Clerk who does 
nothing but filing, give her a couple 
of reports to prepare each month 
in addition to her filing, reclassify 
her as a Jr. Accounting Clerk, and 
think nothing of it. Why? Becaus 
in the lower classifications  th« 
standards have been set, and this 
has been routine practice for 
years. In most companies, manage 
ment has been lax in establishing 
general job classifications beyond 
the lower levels. This mistake has 
been costly, because in order to ad- 
minister salaries intelligently, jol 
classifications must be established 
wherever possible, even up to th 
officers of the company. 

Under stabilization regulations 
(a) A change in the rate of a job 
classification requires approval, 
and (b) a change in the method of 
classifying individual positions t« 
job classifications requires ap 
proval, but (c) a reclassificatior 
promotion from one classificatior 
to another does not require ap 
proval as long as there are n 
changes of the type of (a) or (b) 
involved in the reclassification. 

Therefore, if a company has 
general job classifications and « 
salary range schedule, it has al 
most complete freedom of action 
To illustrate, a man can be called 
a Chief Accountant from an or 
ganizational viewpoint and still b 
classified to three different jol 
classifications merely by changing 
the responsibilities of the positior 
That is: 

A—A Chief Accountant in 
charge of (1) The accounts pay 
able department and (2) the ac 
counts receivable departmen! 
would be classified as an Account 
ing Department Manager—$300 
to $450. 

B—A Chief (Continued on page 42 
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Ameriean business must recognize if, understand if, 
if peacetime production and employment goals are to be reached 


Yx won’T find a word 


about it in the Constitution. 
No court has ever discussed it in a decision. Yet, 
probably no other human power exists that has 
more to do with governing our system of free en- 
terprise. 

The fact that American business is soberly 
recognizing this fact . . . as it tackles the job of 
providing 50 million peacetime jobs and lifting 
from 135 to 150 billion dollars the level of our 
national economy ... is the most encouraging 
sign that it will succeed. 


For never before has it been so important to 
realize that wanting-power is not buying-power 
... that it’s the production of value that puts 
more cars in more garages, more refrigerators 
and radios in more homes, more deeds in more 
safe deposit boxes. 


As industry produces “more and more for the 
money” . . . aS nonproductive costs are cut... 
fewer and fewer pocketbooks exercise their “veto 
power,” more and more people are able to buy 
and absorb production. 


But hasn't business ALREADY cut costs 
through modern production-line methods? 


In the factory, yes. But business is just beginning 
to discover the nonproductive costs loaded into 
the prices of goods by ineffective systems of 
control . . . by excessive paper work . . . by in- 
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efficient and expensive methods of writing forms, 
making records and using them. 

How much can these nonproductive costs be 
reduced in your business? Work Simplification 
studies by Standard’s representatives (and their 
staffs of analysts, Formcraft Designers and busi- 
ness machine specialists) lead to such results as 
doubling the volume of production in a certain 
billing operation at 13.1% of the former cost 
(Formeraft Digest D-129). 

Savings like that add up to greater profits, a 
competitive advantage . . . to more value, more 
sales, more jobs. They check the “veto power” 
of the pocketbook. 

Write, today, for timely, informative folder, 
titled: “Is There A Blind Spot in your X-Day 
Plans?” Also for sample Formeraft Digest and 
Check List. We think you'll find them valuable 
and enlightening. No obligation, of course. 





a THE 
e STANDARD REGISTER 
COMPANY 


e Manufacturer of Record Systems of 
Control for Business and Industry 


2 DAYTON 1, OHIO 2 











Pacific Coast: Sunset McKee-Standard Register Sales Co., Oakland, Cali- 
fornia. Canada: Crain Printers, Ltd., Ottawa. London: W. H. Smith & Son, Ltd. 
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Typical training school where the returned veterans are schooled 
and prepared for their old jobs or counseled to try other jobs 


BY VERNON E. BRINK 


When Soldiers Come 
Back to Work 





Northwestern National 
Life wants every returned 
serviceman to have not 
just a job—but the right 
job—and is setting up a 
plan, including an em- 
ployment advisoryservice, 
to place men in jobs they 
want and can best master 





PROGRAM of re-employment 
assistance designed to serve 
the best interests of every return- 
ing veteran rather than merely to 
welcome him home, if he wants his 
old job back, has been put into 
Northwestern 
National Life Insurance Company, 
Minneapolis. 
This program is not aimed at 


operation at the 
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NwNL’s 


power to high levels after the war. 


building agency man- 
Rather it is to see that each re- 


turning worker finds the spot 


where his abilities and interests 
may be most fruitfully used to his 
own, his family’s, and his com- 
pany’s greatest satisfaction. 

In brief, the re-employment as- 
sistance program does five things: 

1. Provides every assistance to 
men who decide to renew their life 
insurance careers with NwNL- 
help that will make that career an 
outstanding success. 

2. Assumes that some men will 
decide in their own best interests 
to seek a new civilian career, and 
provides for those men as well as 
for those who will return to their 
old career. 

3. Recognizes that some men 
will be undecided whether or not 
to continue in the life insurance 
field, and provides the best avail- 
able impartial and expert guidance 


in making a sound decision as to 
where their future success may best 
be found. 

4. Recognizes that some men 
who return to their former careers 
may find adjustment to civilian 
life difficult, and provides for con- 
tinuous follow-up examinations 
over the critical months. If it ap- 
pears that the man is in the wrong 
field of 


affords guidance once more in re- 


endeavor, the program 


allocating him where his chances 
of success are greater. 

5. Assumes that some of its r 
turning workers will decide to tak 
advantage of the excellent pro 
visions for continued educatior 
under the recently enacted G. I 
bill; if so, program is held in 
abeyance to be available wheneve: 
the veteran is ready to renew his 
business career: 

How does NwNL 
carry out this bold program: 
Well, let’s take a hypothetica 


intend t 
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How to Keep Well Posted... 


...ON ALL ACCOUNTS! 











You are right 
Up to the minute... 


On all payroll details... Specity SUNDS 


When you give the job 
To Sundstrand. Each machine makes available 
Several clerks 
Sundstrand works fast For other essential duties. 
At computing, at recording. 
Saves minutes Anyone can quickly attain 
Where they count most. Operating proficiency. 
The machine has a simple 
These minutes add up “10 Figure Key” keyboard 
[nto thousands of hours. . . And many automatic features. 
Valuable working hours 
Saved for many firms. Call Underwood Elliott Fisher 
In your town... 
Sundstrand Accounting Machines And learn how to save 
Do the entire job... Important time and money 
Not just part of it. In your Payroll Department. 


Save the Seconds and You Save the Day — 


Underwood Elliott Fisher Company 


{ecounting Machine Division e One Park Avenue, New York 16, N. Y. 
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RAND for Speed / 


e+e ON PAYROLL RECORDS 

Sundstrand posts, computes, and prints 
each check or pay envelope . . . and at the 
same time writes your payroll summary 
and employee’s earnings record. 

All entries are completely visible. Gross 
pay and net pay amounts are automati- 
cally computed . . . column totals auto- 
matically printed. 


*+° ON GOVERNMENT REPORTS 

The yearly- and quarterly-to-date earnings 
are automatically computed for all tax 
purposes. On Social Security taxes, the 
machine automatically exempts all yearly 
earnings over $3.000. 


eee ON WAR BOND LEDGERS 

Each employee’s War Bond account is 
kept up-to-date, with each payroll deduc- 
tion and amount “to go” automatically 
computed . . . and every resulting pur- 
chase automatically recorded. The em- 
ployee-list of bond purchases is automati- 
cally counted and totaled. 

* * # 
Sundstrand Payroll Accounting Machines are 
available subject to War Production Board 
authorization. 


Our factory at Bridgeport, Connecticut, proudly 


4 flies the Army-Navy **E"’ with star added as a 
‘ 4 second citation awarded for the production of 
t - precision instruments calling for skill and 


raftsmanship of the highest order 








insurance 


worker—Joe Brown, 
agent—and see what this program 
holds in store for him. 

As an agent, one of NwNL’s 
eighty-five fieldmen now serving 
in the Armed Forces, Joe is not an 
employee and, therefore, his job 
does not fall technically under the 
re-employment section of — the 
Selective Service Act. Naturally, 
Joe, who has been with the firm 
several years, wonders what the 
company’s plans for him will be 
on his return to civilian life. 

Since many of the features of 
NwNL’s 
fieldmen 
plicable to the company’s forty- 
seven home office employees in the 
Services as well, any illustration 


program for returning 


were devised to be ap- 


of what this program does specifi- 
cally for Joc applies, with minor 
differences, to home office workers. 
with the 
program came recently out in the 
South Pacific in the shape of a 
brochure and letter from O. J. 
Arnold, president of NwNI. That 
brochure explained the workings 


Joe’s initial contact 


of the program in detail and urged 
Joe to start the program rolling 
by writing to his company for a 
copy of Dr. Edward K. Strong’s 
Vocational Interest Test. 

Joe takes that test, the most 
widely recognized and accepted 
test of its kind, and sends it back 
to the company’s home office. The 
home office immediately refers it 
to Dr. Strong’s staff at Stanford 
University for an impartial and 
scientific appraisal of Joe’s voca- 
tional bent. 

Meanwhile, the home office has 
been busy preparing for Joe a 
complete and careful survey of his 
experience prior to entering the 
Services. That survey includes an 
analysis of earnings, a market 
analysis, analysis of production 
frequency and average sales, plus 
any other data deemed pertinent. 
(Past experience and record of 
job progress are also being under- 
taken for cach home office employee 
now in the Armed Forces.) 

Based on the reports of these 


two advance studies which are sent 
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direct to Joe’s agency, his general 
agent or manager will now be 
thoroughly prepared to discuss 
with Joe, factually and impar- 
tially, the question of his prob- 
able future success if he returns 
to life insurance selling upon his 
discharge from the Armed Forces. 
(Preliminary interviews for home 
office employees, based on past ex- 
perience and Vocational Interest 
Reports, are being arranged with 
the personnel department and with 
department heads. ) 

Let us assume, now, that after 
the interview Joe decides he would 
like to renew his career. All avail- 
able evidence points to the fact 
that this decision is wise. How- 
ever, a lot of water has run over 
the dam since Joe went away to 
fight for his country. Restlessness, 
uncertainty, changed selling con- 
ditions—any one of these factors 
may have a strong bearing on 
Joc’s future progress in selling 
life insurance. So Joe, convinced 
that he 
again, is nonetheless given a period 
of from 60 to 120 days for re- 


orienting himself and adjusting to 


is ready to strike out 


the selling job. ; 
During this period, Joe will 
NwNL’s 


Progressive Scoring System which 


have the advantage of 


measures his probable level of fu- 
ture selling success. If the scores 
and his experience and the 60- to 
120-day adjustment period in- 
dicate that he can look forward 
with a high degree of confidence 
to a truly successful insurance 
‘areer, Joe will then be brought in 

at company expense—to a home 
office training school. Here, Joe 
will have an opportunity to re- 
ground himself in fundamentals 
and in current sales practices by 
two weeks of intensive retraining 
under experienced home office staff 
men. 

(Home office employees now in 
the Armed Forces will also be given 
a 120-day adjustment period on 
the job. The 


period is to give the returned em- 


purpose of this 


ployee a full opportunity to ad- 


just to the job assigned him, and 


if adjustment is slow, to permit re- 
assignment to a job better fitted 
to his temperament and abilities. 
Returning home office employees 
will also be given refresher train- 
ing to bring them up to date on 
current company policy. ) 

On his return from the school, 
to assist him in carrying on the 
service contacts which he will find 
it necessary to make with all of his 
old policyholders and clients, Joc 
will be eligible for stabilization 
These 


will be paid as special service com- 


commissions. commissions 
missions, over and above regular 
commissions, in recognition of the 
special service required for him to 
recontact and review the programs 
and current status of his clients, 
and will last for a period of one 
vear. 

(Home office employees will, of 
course, be returning to salaried 
jobs. Salary levels on their return 
will be the then current levels for 
the job, so that no employee now 
in the Armed Forces will have been 
deprived of normal advancement 
because of his absence. 

But what if Joe’s scores on the 
Progressive Scoring System and 
his experience indicate that he has 
made an error in deciding to re- 
turn to life insurance 
Well, he will be frankly told so, 


for company officials have no de- 


selling ? 


sire to permit any returned man to 
experience along and costly failure 
in this business. Early determina- 
tion of his chance of success is to 
his own and his company’s best 
interests. 

But NwNL does 
than simply advise Joe to seek a 
different field of work. Should le 


before 


much more 


decide, either returning 
from Service or at any time up to 
the end of his readjustment period, 
that selling life insurance is nol 
his proper field, Joe may take ad 
vantage of the company’s replace 
ment program. This program is 
designed to assist men in getting 
located in a new business career in 
a field to which it appears thei: 
abilities and aptitudes are suited 
While NwNL cannot, of course. 
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Tue place for the facts and figures on your busi- 
ness is at your fingertips. 

To have them there, you need an adequate sys- 
tem which will give you complete information on 
every phase of your business... production costs, 
inventory control, sales distribution and all others. 

No matter the size or nature of your business, 
there are 99 chances out of 100 that a National 
System can save you time and money. 

This is true in a manufacturing plant, bank, 
hotel or corner grocery store, whether the problem 
is one of handling money or keeping records. 


A SERVICE THAT WILL SAVE YOU MONEY! 


Ask us to prove this without expense to you. 


Where 


a good 


businessman 
keeps 
facts and 


figures 


A National representative will be glad to make a 
survey of your business. If he sees opportunity for 
improvement he will show you exactly where and 
how changes can be made to advantage. 

Check the system recommended to you from 
every angle. Plan no action unless you can see a 
definite saving of both time and money in black 
and white. 

Why not call your National representative now? 
National Accounting - Bookkeeping Machines are 
obtainable through priorities. A few modern used 
Cash Registers are also available. Here are but 
three of the many machines and systems with 
which National serves industry, business, retailing 
and government... 


MACHINES AND SYSTEMS FOR BETTER WORLD BUSINESS 


NATIONAL ACCOUNTING MACHINE for anal- 
ysis and distribution . . . eliminates pre-sorting 


and other costly, time-taking operations. scription is required. 
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NATIONAL BOOKKEEPING MACHINE... for 
general bookkeeping work where typewritten de- 


CASH 


NATIONAL CASH REGISTER .. . Any business 
which sells goods or services at retail will find it 
simplifies bookkeeping and protects profits. 


CASH REGISTERS * ADDING MACHINES 
ACCOUNTING—BOOKKEEPING MACHINES 


REGISTER COMPANY 
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returning agent 


guarantee any 
satisfactory or successful place- 
ment in a job entirely suited to his 
liking, the services of a_ highly 
reputable private employment firm 
have been made available to such 
men. 

This employment service has a 
national hook-up which enables it 
to uncover available jobs in any 
major area in the country. If a 
returning NwNL serviceman finds 





employment through this service, 
the charge for placement (which 
is ordinarily 55 per cent of the 
first month’s wages and which 
would ordinarily be borne by the 
employee) is borne by the insur- 
ance company. Thus a complete 
Vocational Guidance and Place- 
ment Service is offered to NwNL 
agents (and employees), if the 
worker decides to change to a 
‘areer other than one with NwNL 


on his return to civilian life. 

And that is not all. For, as 
pointed out earlier, the entire pro- 
gram can be deferred for those 
agents or employees who want to 
take advantage of further educa- 
tion under the G. I. bill. All that is 
asked of the worker wanting to 
take this step is that he keep in 
touch with the company and let it 
know his plans for returning to 
civilian activity. 





Employee Meetings to Iron Out 
Misunderstandings 


BY W. H. SEARING 


Homelite Corporation 


N INTERESTING and _in- 

structive survey of worker 
opinion was the result of the recent 
solicitation of letters by the 
Reader’s Digest on “What’s 
Wrong with Management?” More 
than 10,000 answers were received. 
An analysis of these answers was 
completed and a summary of the 
findings made. It was found that 


out of every 1,000 writers, 426 


mentioned the failure of manage- 


ment’s representatives, including 


supervisors, foremen, and depart- 
ment heads, to recognize the 
worker as an individual who ap- 
preciated thanks for work well 


done, and as a partner or member 


of the team contributing to the 
end result desired. 

Failure to plan the work prop- 
erly was mentioned in one way or 
another by 409 out of every 1,000. 
Although, in most cases, manage- 
ment was not guilty of poor plan- 
ning but was the victim of circum- 
stances beyond its control to cor- 
rect. The workers arrived at that 


conclusion because no supervisor, 


foreman, or department head took 


the trouble to tell them the true 


situation, such as scarcity of ma- 
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terials, transportation difficulties, 
specification changes, ete. 

This article concerns the second 
of these causes of dissatisfaction 
and what we at Homelite have done 
to eliminate it. It also ties into the 
first complaint. However, we have 
changed the attitude of the aver- 
age worker in the shop and as- 
sembly departments from, “Well, 
we go home at noon today—no 
material again. Don’t those fel- 
lows in the front office ever get 
anything straight?” to “Say, they 
have more troubles in the office 
than we’ve ever thought of having. 
We didn’t know what they were 
going through to get the material 
in here.” 

How has this been done? 
Through a simple conference-room 
meeting, lasting a little over one 
hour. The workers are given an 
explanation of some of the steps 
which must be taken between the 
time an order is received in the 
sales department and when the ma- 
terial is assembled and packed for 
shipment. Although our planning 
is not perfect, and all the pitfalls 
of material scarcity cannot be 
avoided at all times, there are gen- 





erally reasons for not meeting pre- 
determined schedules, as is pointed 
out at the beginning. 

A general example is used to 
illustrate the difficulties of produc- 
tion. We begin with the receipt of 
an order in the sales department 
for, let us say, 1,500 tank auxil- 
iary generators of one design, 
with delivery requested at the rate 
of 300 units per month, beginning 
next month. It is then shown that 
if, for each of the next six months, 
there are already approximately 
1,100 of these same tank genera- 
tors scheduled, it may be impos- 
sible to accept this order with the 
delivery schedule requested. By 
checking with production control 
on the inventory of finished parts, 
material in process, ete., a re 
schedule may be made as shown in 
the table on page 30. 

Following the rescheduling. 
parts for these units must be or 
dered. At this point somebody may 
ask, “Well, if you know you hav: 
this number of generators to build, 
why not get all the parts in as fas! 
as possible, so we will have them 


all on hand and not run_ shor! 
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How to run a business 
with blank pap 


VERY person in the United 

States is affected in one 
way or another by the paper 
shortage. Paper must be con- 
served. Yet, in the face of this 
emergency, the paper work of 
business is heavier than ever 
before. Business requires—and 
is consuming more paper. 


There is a practical way for 
business to reduce consump- 
tion and waste of paper —and 
at the same time do it profitably 
by simplifying many office opera- 
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1.Reducing need for 





















































tions so that time is saved, man- 
power conserved, labor lightened, 
errors reduced, and office 
routines speeded up. 

This can be done by the use 
of Multilith Systemats, a devel- 
opment new to general busi- 
ness, but which is already 
providing invaluable services 
to businesses large and small, 
to Government offices—and the 
Armed Forces. 

A Systemat is an inexpensive 
paper-like master sheet. It 


MULTILITH DUPLICATING SAVES BY:— 


Printed Forms. 


carries your forms (constant 
information) for purchase 
orders, job tickets, shipping 
documents, etc., etc. in repro- 
ducing ink. Variable informa- 
tion is written or typed in on 
this Systemat. It then becomes 
the master sheet to go onto a 
Multilith Duplicator to pro- 
duce the dozen, score, or hun- 
dreds of copies needed—each 
copy an original, black-on- 
white, permanent facsimile — 
all from blank paper. 


5. Avoiding Wasteful‘“Over-Runs”’. 
6. Maintaining Legibility. 





2. Reducing Stationery In- 
ventories. 


3. Eliminating Obsoles- 
cence of Forms. 


4. Permitting Consolida- 
tion of Several Forms 
into a Single Form. 


cipal cities of the world. 


TRADE-MARK REE 


Multigrap 


SIMPLIFIED BUSINESS METHODS 


7. Preventing Discards because of 
“Errors in Copying”’. 


8. Utilizing Both Sides of Paper. 


9. Using Inexpensive Paper Stocks. 
10. Dispensing with Carbon Sheets. 


Let a Multigraph man explain the broad scope of Systemats and how they enable 
business to replace shelves of printed forms with stocks of blank paper. Phone 
the nearest local office or write Addressograph-Multigraph Corporation 
—Cleveland 17. Sales offices with service and supply departments in all prin- 


Systemat, Multilith and Multigraph are Registered Trade-marks of Addressograph-Multigraph Corporation. 
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Months 1 2 
Order as Received 300 


Present Schedule for Unit) 1,450 | 1,325 


Order Rescheduled 


Total, This Unit 1,450 | 1,325 





RESCHEDULE TABLE 


3 t | 5 6 7 8 
300 300 | 300 300 
1,200 1,100 | 1,000 700 650 300 
100 200 200 | 250 250 500 
1,300 1,300 1,200 950 900 800 








sometime next month?” This offers 
a fine opportunity to discuss the 
restrictions of the Controlled Ma- 
terials Plan, namely, that no more 
than 60 days’ supply be on hand 
of the 
aluminum, steel, and brass. 


three critical materials, 

The twofold reason for this re- 
striction is brought out: (1) To 
avoid the concentration of ma- 
terial in the hands of a few large 
organizations to the detriment of 
all others; (2) to avoid excessive 
inventories in many concerns with 
resulting huge costs on contract 
cancellations. The system of CMP 
allotments is comparable to a 
checking account—with a govern- 
ment order, an allotment or 
“check” is received for so many 
pounds each of aluminum, steel, 
and brass. As the parts to fabri- 
cate that order are purchased, an 
allotment or ‘*check’”’? drawn 
against our balance of controlled 
materials is sent by our purchas- 
ing and priorities departments to 
the suppliers of the various parts. 

Many of these parts will be 
castings. The steps necessary to 
secure cast parts from pattern 
equipment is unknown to most pro- 
duction workers. We explain to 
them the evolution of a pattern, 
from master pattern to match- 
plate production equipment. The 
need for and use of core boxes 
with some patterns are discussed. 
Small production core boxes and 
sand cores made from them are on 
hand for illustration. To develop 
the difficulties which may be ex- 
perienced with cast parts, plaster 
casts made from production equip- 
ment are shown, so the core can 


he placed in position as would be 


30 


done in production. It is then an 
casy matter to show the result of 
a shift in the core during the cast- 
ing process, or what will happen if 
the core box is allowed to wear, 
thereby making the core oversize 
in places. 

Then we develop the thought 
that when castings are shipped 
daily by freight from a distant 
foundry—and 10 days’ shipments 
are always en route—it may be a 
serious matter when, due to wear 
of the pattern equipment or poor 
foundry work, faulty castings are 
received at the plant. All other 
shipments in transit may also be 
defective, resulting in a_ serious 
shortage of this part. In the ma- 
chining of the castings, there will 
usually be a small amount of ma- 
terial scrapped, further reducing 
finished 


available for use in assembly. 


the quantity of parts 

Parts which must be forged and 
then machined, or other parts ma- 
chined from warehouse stock, pre- 
sent other problems. Several of 
our parts require a special steel, 


available only on a mill-run, which 


necessitates a lead time of four 
months from mill order to. steel 
bars. Another month is needed 


for processing through the forge 
shop. One of these parts is used as 
The 


through the hands of five different 


an example. part passes 


subcontractors before being re- 
ceived in a semifinished condition 
for finish machining in our shop. 
For this part, it is necessary that 
anticipated — six 


When 


operations are 


requirements — be 


months in advance. these 


lead times and 


stated, the parts assume an en- 


tirely different significance. In- 


dicating the spoilage that can take 
place during these many opera 
tions, also brings home to th 
workers the idea that, although 
sufficient material was originally 
ordered, a shortage of finished 
parts may develop due to excessiv: 
rejects along the line. It is gen 
erally at this point that someon 
remark, “Hell. 


we haven’t known anything abou! 


in the group will 


these problems. This makes thi 
whole picture different.” 

In some instances, a change in 
government specifications may 
necessitate the reworking of exist 
ing material to the new dimensions 
or the purchase of new parts foi 
Such 


changes are released as engineer 


replacement. specification 


ing changes and, although un 


avoidable, they may result i 
serious shortages and delays 


Many had felt thes 
changes were put through by en 


workers 


gineering without any thought o! 
the effect on production. They had 
no idea they were forced on us b: 
a government agency. Such info: 
mation gave them just another in 
sight into the difficulties of meeting 
production schedules. 

We finish up our meeting with « 
short discussion of how our units 
are packed for domestic or expor! 
shipment, and some of the roug): 
handling they may receive befor 
being delivered to their final des 
Pacific 
this dis 


tination on some island 
beachhead. We 


cussion for general interest only, 
but feel that it serves to end tli 


include 


meeting on a high note. 

Have these meetings been worth 
while? Decidedly so. From the 1 
actions obtained, we know thic 
workers now have a much better 


difficulties of 


production. They no longer think 


realization of the 


that securing materials is a mer 
matter of purchasing them and 
then requesting their delivery se 
eral weeks later. We have 
also that the man at the machin 


found 


appreciates having problems of 
other departments explained to 
him. He feels more like a partner 
in the undertaking. 
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More Gas for 
Salesmen? 


ALESMEN 
first to 
asoline, when the 


will be among the 
additional 
of the 
ilitary have been met, the Na- 


be given 


needs 


ional Federation of Sales Execu- 
ives has been advised by the OPA. 

Responding to a formal request 
‘rom the Federation for relaxation 
of present stringent restrictions 
en gasoline for salesmen as a 
means of facilitating conversion of 
dustry and providing jobs for 
the millions in the Armed Services 
and war work, Max McCullough, 
deputy administrator for ration- 
ing for OPA, stated the probabili- 
ties are that little additional gaso- 
lme will be available for civilians 
until after the defeat of Germany, 
hut when gasoline is available, 
“among the first needs that will 
he met will be the provision for oc- 
cupational mileage through an in- 
crease in *B’ ceilings.” 

The 


additional gasoline for salesmen 


Federation’s request for 
was formally presented to Mr. 
McCullough and William Hughes, 
lead of rationing section, editorial 
division, at a recent meeting in 
Washington. The government of- 
ticials were told that present re- 
strictions and inhibitions limiting 
the amount of gasoline for persons 
in selling was one of the “greatest 
obstacles to the accomplishment of 
the joint objectives of government, 
labor, and business reconversion.” 

“We that 


adequate stocks of gasoline for the 


realize, of course, 
military is of first importance,” 
the Federation informed govern- 
nent officials. “The Federation has 
no desire to do anything that 
might retard the war effort in the 
least. Now, however, with emphasis 
king placed on the speedy con- 
‘crsion of business, and reports in- 
dicating that additional gasoline 
might be available, we conscien- 
tiously feel that greater considera- 
tion should be given to this group.” 
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Think of all you could do with a 


“13™ MONTH IN ’45!” 


If the year were just one month longer, how much more you could 


do! You could see more new prospects—take more time to improve 


your present operations—enjoy a longer vacation—get away more 


often for a rest or to see ‘““what’s going on outside’. 


You can have that extra month if 
you really want it. The Edison Elec- 
tronic VOICEWRITER has given a 
“13th month” to many a busy ex- 
ecutive like yourself. These men 
have discovered, in ways they never 
imagined, how this modern busi- 
ness aid can streamline work meth- 
ods and save time. 


The facts about how the Edison 


Electronic VOICEWRITER can do 
this are well established. They are 
yours to examine— without obliga- 
gation. All you need do is ask an 
Ediphone representative to come in 
and show them to you. 

Think of it—a 13th month in 45! 
Yours if you want it! Take the first 
step now—ask your secretary to mail 
the convenient coupon below today. 


EDISON 


IC 
i 


Thomas A. Edison, Inc., Dept. Ell, W. 


Orange, N. 


EWRITER 
phone 


j.** 


I would like to know more about the new Edison Elec- 
tronic Voicewriter and how it can save time and stream- 


line business operation. 


Name 
Address 


Company 


**In Canada, mail this coupon to Thomas A, Edison of Canada, Ltd., 29-31 Adelaide Street West, Toronto 1, Ont 
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Economic Problems 


f World Peace 





In the October issue, Dr. Palyi outlined the areas of 
conflict between Russia and England. But, he thinks 
durable peace is possible if the United States continues 
to support the pacification policy by commercial and 
economic means, plus a show of military power 





BY DR. MELCHIOR PALYI 


O ORGANIZATION short of 

a world empire can offer a 
mechanism by which insoluble con- 
flicts between any two of the great 
powers can be solved, nor would 
any of them tolerate being “po- 
liced.” The British-Russian con- 
troversial issues must be solved by 
mutual agreement. And there is no 
reason to assume that the difficul- 
ties and dissensions are entirely in- 
superable. 

The demands of Russia need not 
affect the “security” of Britain 
provided they do not reach be- 
yond the limits announced so far, 
i.e., the Baltic, Danubian, and 
Black Sea regions. Soviet pre- 
dominance in those areas will have 
to be tolerated by Britain. As to 
territorial claims, the London 
Times practically acknowledged 
British official consent as early as 
February 1942 on the grounds of 
“the imperative necessities of Rus- 
sian defense” (against whom?), 
With regard to Poland and the 
rest, formulas will have to be 
found which will save Britain’s 
face without detriment to Russian 
control over Central Europe. 

But can the Soviet be stopped 
at a line which does not threaten 
Britain’s sea control and which 
leaves buffer states alive for her 
protection? The answer will de- 
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pend on Anglo-American deter- 
mination and show of force. Pres- 
ent Russian leadership is of the 
“realistic” variety, which doesn’t 
bother with imponderables. In- 
stead, it weighs the respective mili- 
tary powers. It is no mere acci- 
dent that the tone of the Soviet 
has substantially changed since the 
invasion of France. Promptly af- 
ter, representatives of the London 
Poles were called to Moscow to 
bargain about their relation with 
the Russian-sponsored pseudo- 
Polish government in Lublin. Simi- 
larly, Soviet demands on Finland 
had been tuned down somewhat, 
and agreement has been reached 
about a combined (instead of a 
Russian) occupation of Austria. 

Small as these concessions may 
seem, they represent a great prog- 
ress over the previous attitude of 
Moscow. It is reasonable to as- 
sume, in view of the Russian re- 
spect for physical power, that a 
strong Anglo-American stand 
could stop further Soviet expan- 
sion without resort to arms. If so, 
a new balance of power will evolve 
in Europe, with spheres of in- 
fluence stabilized for a long time. 

In addition, British leadership 
is convinced that economic con- 
cessions may overcome political 
conflicts. A basic tenet of the post- 


war world will be—if present], 
prevailing ideas materialize—a, 
international Good Neighbor Po! 
icy to remunerate the good coun 
tries and to punish the bad ones, 
both by economic means. Comme: 
cial policies will be subordinated ty 
this aim of peace conservation, 
and financial means will be mac 
availabletosupport it. U.N.R.R.A. 
charities, Bretton Woods projects. 
and the program of peacetiny 
lend-lease have this political im 
plication: To use a vast pool o| 
funds as a weapon to pacify tl. 
world in general and Russia 1) 
particular. Spending into peace ‘s 
the logical sequel to spending into 
prosperity. As the Russian maga 
zine, Bolshevist, puts it, in endors 
ing Bretton Woods: “Money ex 
penditures after the war must Ix 
distributed (among nations) ac 
cording to the principle of pro 
portionate burdens,’’ meaning 
long-term American loans to th 
Allies. 

Intra-European frictions might 
be straightened out. The Turkish 
question might be disposed of by 
internationalizing the Dardanelles. 
Yugoslavia is a puzzle, but Tito 
and his Croats had to swallow tli 
Serb king (and vice versa), which 
means presumably that the coun- 
try will be a “no man’s sphere.” 
Agreement seems to have been 
reached last month in Moscow, be- 
tween Churchill and Stalin, that 
Yugoslavia will be “federated” 
into a British (Adriatic) and a 
Russian (Eastern) sphere. 

However, the crucial issue is 
Germany. Full agreement has been 
reached about occupational poli- 
cies, with Anglo-American troops 
to control all but the eastern 
third of the land and four-fifths 
of the population. Also, Stalin will 
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take East Prussia for good, and 
the Poles may have Silesia and 
Pomerania, if they are willing to 
take orders from Moscow. 

But what about the conflict 
areas in Asia? With the evacua- 
tion of Iran agreed upon at the 
Teheran Conference, China con- 
senting to Soviet rule over Outer 
Mongolia, and Russia to Chinese 
rule in Manchuria, two questions 
still remain unsolved in Asia. They 
are full of dynamite. One is Soviet 
participation in the war against 
Japan; the other, the future of 
the Chinese communists. The two 
are interrelated. The only price 
the Allies can offer to Russia for 
entering the war against Japan 
would be the recognition of com- 
munist General Mao Tze-Tung as 
the sovereign over the north- 
western provinces. That is the 
question at stake in the recent 
clash between China and_ the 
\"nited States, leading to the dis- 
missal of General Stilwell. 

All told, we may have a durable 
peace, provided that certain con- 
ditions are fulfilled. It takes a 
political and economic superdiplo- 
macy to carry the world through 
the barbed-wire tangles of inter- 
national sensibilities and frictions ; 
the London Foreign Office may be 
trusted with the job. Durable 
peace presupposes that the United 
States continue to support the 
pacification policy by commercial 
and financial means, and by the 
threat of armed force. Lastly, we 
have to assume that the Russians 
cease to crusade for communism 
abroad, and become nationalists, 
but in a reasonable manner. Their 
past record certainly indicates 
they have none of Hitler’s pug- 
nacity. Against major powers, 
they fight only defensive wars, and 
attack small countries only if the 
hig ones are busy elsewhere. 

But will these conditions hold? 
What if America gets tired of 
distributing its resources? Can 
American cooperation last, if Rus- 
sia doesn’t join us against Japan? 
Would the democracies stand for 
the “double-crossing” of Chiang 
Kai-shek, if that is Stalin’s price? 
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Sunshine period... 


Wounded bodies are salvaged by quick action, 
blood plasma, science, and the finest medical skills 
in the world. But the minds of these wounded are 
harder to heal, beset by doubts and difficulties and 
the problems before them... Doctors will tell you 
letters from home are better tonics than medicine 
... So write often to every serviceman overseas, but 
particularly to those in hospitals! And use V-M. ail! 


Ordinary mail may take months on ships. 
But V-Mail flies! Photographed on a film strip, 
millions of V-Mail letters travel on one plane. 
Reproduced over there, V-Mail is delivered fast 

and fresh, when it’s worth most. Always use 
the V-Mail forms, available anywhere. Or we 
will send a sample packet of six forms, with our 


compliments. Address below... 


PITNEY-BOWES POSTAGE METER GO, 
2182 Pacific Street, Stamford, Conn. 


Originators of Metered Mail, world’s largest Manufacturers of Postage Meters, . 
which print postage for business mail .. . now devoted to war production. 
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10% To 40% 
WITH 
Burroughs 





ROLL PAPER 


Burroughs Discount Purchase Plans 
offer you savings of 10% to 40% on 
purchases of Burroughs supplies for 
practically every type and make of 
business machine. These supplies are 
delivered as you need them, assur- 
ing freshness, eliminating storage 
problems that usually arise in buy- 
ing on a quantity basis. For details, 
call your local Burroughs office or 
write direct to Burroughs Adding 





Machine Company, Detroit 32, Mich. 


Burroughs 


SUPPLIES FOR 
BUSINESS MACHINES 


BURROUGHS ADDING MACHINE COMPANY 
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And if they resist—morally—the 
tyrannizing of small nations, will 
that not arouse the sensitive Soviet 
temper? Will we acquiesce in the 
Russian demand for 10,000,000 
Germans to be put in virtual 
slavery and the rest deprived of 
livelihood by the loss of their in- 
dustrial equipment? Or will Stalin 
forego such claims? 

Indeed, Germany will present 


the most difficult problem. She 
must have some kind of political 
organization and foreign policy. 
If sponsored by the British, Mos- 
cow will feel challenged. If con- 
trolled by the Russians, London 
will have sleepless nights. The idea 
that she can be turned into a 
politically emasculated business 
corporation is, of course, too naive 


for discussion. 





A President Talks to 


His Executives 


(Continued from page 13) 


Management need demand noth- 
ing from real top executives be- 
cause such men continuously flood 
management with ideas and plans. 





Tiny, very tiny things make or 
break a man’s business career. 
How about inventorying the small, 
aggravating habits we have, to 
learn why others avoid us? Think 
of smart men who get no place 
and ordinary men who do, and by 
comparing their habits, a surpris- 
ing picture will result. 





Both executives and top man- 
agement should, once in a while, let 
the other fellow get across an idea 
or program without ripping it 
apart. It’s a very bad habit, this 
chronic criticism. 





Ignorance is the most costly 
thing in the world, especially to 
the individual who does not know 
how to influence others. Ignorance 
in this neutralizes all knowledge in 
other respects, sooner or later. 





Management, in considering new 
executives, is influenced by the in- 
dications of how easily the new 
personality will fit into the or- 
ganization. If new men are too set 
in their ways, too positive about 


what is right or wrong, it means 
management has to be drastic in 


getting cooperation. 





Business men, in talking periodi- 
cally to their bankers, take great 
pains to get across their status of 
the moment—whether they are 
above or below normal in sales and 
profit and, if below, to give plans 
for recovery. They don’t wait till 
the banker hears “on the street” 
that they are slipping. They get 
in first, and explain the situation. 
In this manner, they keep the con 
fidence of the banks and also re- 
tain their credit rating. Executives 
have the same job to do. Too bad, 
too many executives feel such ac 
tion is unnecessary, unethical, be 
littling. The top management is 
the banker, so far as the executiv: 
is concerned. 





In analyzing the over-all situa 
tion of a manufacturing organiza 
tion, first look to.sce who does thi 
planning. If no one individual has 
planning as his particular job, 
with time to study all angles, it’s 
a safe bet the place is running 
without any particular aims, i: 
not equipped to meet changing 
economic situations, and. wil! 
sooner or later collapse. 
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Allis-Chalmers = By Prossy doesn’t live here 


any MOTE . oe 


Employs 500 
Veterans 


pon I. ONARHEIM, Allis- 
Chalmers’ employment manager, 
in a recent talk in Chicago, said 
that out of more than five hundred 
discharged veterans who have al- 
ready been put to work at the 
Allis-Chalmers 
Company, Milwaukee, only five of 
these men had presented any kind 
of adjustment problem. He stated 
that too much emphasis has been 


Manufacturing 


placed on the need for reorientat- 
ing servicemen to civilian life, be- 
cause every veteran his company 
has employed is doing a good pro- 
duction job, as well as a good mo- 
rale job. 

When a veteran is hired, he 
said, he is given a physical exami- 
nation, then placed where his capa- 
bilities are best suited. One soldier, 
he told about, had a stomach in- 
jury which necessitated his eating 
at frequent He was 
given a job in the toolroom where 
he could eat every two hours. An- 
other veteran was transferred to a 
different department in another 
part of the plant when he was re- 
hired, because he had lost a leg 
and wished to avoid sympathy and 
pity from his former fellow work- 
ers. Similar procedure was 
adopted, Onarheim said, for the 
mentally handicapped, one of whom 
was given manual labor in a quiet 
section of the factory, instead of 
being returned to his job on a 


intervals. 


crane. 

Many men who served in the 
Southwest Pacific have contracted 
some tropical disease, the company 
found, so it set up a program 
through which it can keep a close 
check on recurring ailments. 

Onarheim estimated that half 
the returning veterans will want 
their old jobs back, while others 
will want different ones. 
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Dealers die in wartime, too. Some 
three year old lists of active accounts can 
be cut in half... How many of 1941’ 
good customers are still good—or even 
customers ?... Exclusive outlets, existing 
on odds and ends, may be merely ex... 
Former fat territories will test mighty 
thin on first calls... Firms never heard 
of in your field before are being heard 
from... Uncle Sam’s orders were big 
and easy to get—but all the little orders 
to replace them will take a lot of hard 
scratching... And 1941's prospect cards 
gather more dust than dollars! 


Tus is a good time to start sales 
records and reports that work, make 
possible and available any analysis or 
comparison needed, and to store up 


facts while they still mean something. 

McBee custom-builds records that 
are suited to your particular needs... 
supplies streamlined information to 
streamline selling... to keep markets, 
territories and men properly appraised 
... to show up strong spots and weak 
sisters! McBee methods are suited to 
ordinary office personnel, are operated 
without special machines or special 
skills...and are in use in thousands 
of firms, saving time, clerical expense 
and effort... saving worry and waste 
for management, too. 

Even if you haven't returned to 
civilian selling yet, this is a good time 
to make plans, and talk to a McBee 
man! Call any office... 


THE McBEE COMPANY 
SOLE MANUFACTURERS OF KEYSORT 
295 Madison Avenue, New York 17, N.Y... Offices in principal cities 











(Continued from page IT) 


his company’s organization to- 
gether, must pull his share of the 
load. Because every person who be- 
gins flirting with a new job usually 
goes to his or her immediate su- 
perior to announce a change, or to 
talk over a proposed resignation. 

Executives do not agree on the 
best methods to use in persuading 
a man to remain on his job in the 
face of what seems to be an at- 
offer 

think the man who 


tractive elsewhere. Some 
executives 
wants to leave should be given 
good wishes, Godspeed, and sent 
on his way, with no ado. As one 
executive put it, “We never urge 
people to stay with us when they 
begin flirting with other jobs. They 
have lost interest in our work, or 
they have the urge to move, which 
can only be cured by a change. 
Hence, we make no effort to in- 
duce people to stay with us when 
they are interested in other jobs.” 

Another executive says: “We 
never enter into a bidding contest, 
upping a man’s salary just  be- 
cause somebody else thinks he is 
worth more to them than to us. 
But we do make an effort to keep 
good men. First, we try to ascer- 
tain why the man wants to enter- 
tain another offer. Then we try to 
point out where his present job 
may be better than the new one he 
is considering. 

“We have found that the aver- 
age person, receiving a new offer 
with a flattering salary increase, 
tends to forget all the advantages 
of his present position. Especially, 
he is likely to forget the long pull 
or long-term advantages of stay- 
ing here. We admit there is an 
apparent immediate advantage. 
Then, we try to point out the 
probable long-term advantages in 
remaining. If we have a man 
scheduled for promotion, we tell 
him, so far as we can, without hold- 
ing out false hopes, what we have 


in mind for him. 
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If Key Employees Want to 


“Then we point out the advan- 


tages of our pension plan, of our 
insurance plan, and our sick leave 
plan. Because all of our top men 
have long service records with the 
company, we remind the restless 
employee that it paid them to re- 
main where they are.” 

Obviously, most employees con- 
sidering a new job have given some 
thought to the advantages of their 
present job, but it should be re- 
membered that it is a strong hu- 
man tendency to overlook present 
advantages. Distant pastures al- 
most always seem greener. Imme- 
diate gains seem more important 
in times when a new job is offered 
than the long-term gains which 
may accrue to the employee re- 
maining on the same job. 

How casy it is, at times, to point 
out the advantages of sticking to 
a job is seen in the following in- 
cident, reported to us during the 
course of investigating methods 
for holding employees : 

A man just above the draft 
age was offered what seemed to be 
a much better job in the account- 
ing department of a rival com- 
pany. He told the controller of his 
company about his intention to 
leave. 

“When do you report for the 
new job?” asked the controller. 

“First of December is the date 
they want me to start.” 

“Well, suppose you do start on 
December first,” began the con- 
troller, on that day, December 1, 
you will be nearly 40 years old, 
but you will be that company’s 
youngest employee in point of ser- 
vice. It has more than a thousand 
employees, which means that one 
thousand of its present employees 
will have seniority over you. Here, 
the story is different. Perhaps you 
are senior to 75 per cent of our 
employees. We'd think twice be- 
fore we let a man with your ex- 
perience go. But the other com- 


Resign 


pany might be forced to let you 
go first, in case there is a period 
of bad business necessitating dis 
missals. Did you ever stop to con- 
sider this?” 

When the other advantages of 
staying on the job were listed and 
made plain to the restless em- 
ployee, he decided to stay. Every 
executive to whom people may re 
port contemplated — resignations 
should have the facts about em- 
ployment and opportunities in his 
organization to use in helping a 
restless employee reach a sound 
decision to stay where he or she is. 

With the facts, he can prevent 
leaving for 


valuable employees 


will-o’-the-wisp opportunities 
which are seldom so good as they 
seem. Here are some reasons which 
should be checked: 
Seniority 
Chances for promotion 
Annual salary review and raise 
policy 
Insurance benefits 
Bonuses 
Profit sharing 
Pension funds 
Extra vacation for long service 
Opportunities arising from ex 
pansion 
Company’s history of promo- 
tions 
Many companies will have at 
least several of these points worth 
considering, when the urge to re 
sign seizes some valued employee. 
They should be discussed carefully 
with the 


leaving to be sure he has given 


person contemplating 
them due consideration. 

But more than this, it seems im 
portant in the minds of a numbe: 
of executives to get at the real 
reason for leaving, which often is 
not the offer of more money. This 
is merely the match that sets off 
the fuse, and the fuse often is an\ 
different 


sources of dissatisfaction. 


one of a number of 


In a chart accompanying thi 
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article, there is a long list of both 
good and bad reasons, or, We 
might say, sound and silly reasons 
for leaving. First step in any pro- 
gram of conserving manpower is 
to get at the real reason. If it is 
some of the sillicr reasons for leav- 
ing, some men can be induced to 
stay where they are. If it is for 
some of the sounder reasons, it 
may be possible to make changes, 
to transfer the man, or to find 
higher-priced work for him. 

In a surprisingly large number 
of cases, employees leave because 
they lack faith in the employer. 
They are impatient, it is true, but 
from where they sit, they have no 
way of knowing what plans the 
company has for expansion or 
growth. Nor do they realize that 
death, resignations from higher- 
priced jobs, retirement, may sud- 
denly open up new opportunities. 

In one well-known organization, 
there were several sudden changes 
which opened up a whole series of 
new opportunities, one of which 
would have gone to a man who had 
recently resigned. There was a 
death, two retirements, a transfer 
toa subsidiary company, and three 
three 
months. Some of the men who re- 


resignations all within 


faced 
opportunities which they did not 


ceived sudden promotions 


expect for several years to come. 

Today, it must be remembered 
that almost every executive is 
receiving offers. Second-rate exee- 
utives are receiving offers that 
would have gone only to best men, 
three or four years ago. Every day 
we hear of and see men stepping 
into jobs for which they seem 
poorly qualified. Some will grow 
and develop rapidly with new re- 
sponsibilities and greater oppor- 
tunities. But others will stumble 
and fall, 

So it is a good policy, in many 
cases, to attempt to keep men 


where they are, if they are leaving 
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PERFORMANCE IS THE PAY-OFF! 


© COMPARE the time to perform any 


calculation of your figure work... from 
start of figure-entry to clearance of dials 
ready for next problem. Do not be mis- 
led by “comparisons” that relate only 
to part of a calculation. 


© COMPARE the number of hand-to- 


key movements and amount of hand- 
travel. 


© COMPARE extent of carry-over in 
answer dials, and accuracy of decimal 
point-off of entered amounts and 
answer. 


© COMPARE provisions for re-check 


of entries after answer is complete...a 
safety factor assuring correct calcula- 
tions, always. 


© COMPARE means for detection and 
correction of improperly set figures, 
during or after their entry. 


© COMPARE simplicity and all-round 


ease of operation. 


© COMPARE cost of upkeep 


promptness and quality of repair 
service. 


@ And make these comparisons on 
latest models...it is never to your best 
interestto compare an o/d model of one 
make witha new model of some other. 


WPB Order L-54-c does not permit trials 
of new calculators outsideof manufacturers’ 
agency-offices. Get in touch with our near- 
est Agency to be brought up to date on 
“what's new in Marchant calculators.”’ 
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which may bring promotion op- 
portunities. Many companies are 
doing this now, anticipating the 
day when some of these executives 
will be offered new jobs. It is not 
necessary for management to com- 
mit itself irrevocably in these 
talks, but much can be done in 
pointing out to restless executives 
that they may be better off where 
they are than in accepting the first 
flowery offer that comes their way. 

A president, whose company re- 
cently bought another company, 
told of three men who had left. 
“Had I explained to them the facts 
about this expansion, and the op- 
portunities it opened up, I could 
have held them. But I let them go, 
and now I need them more than 
ever. And I think the jobs I could 
now offer them would be far better 
than the ones they left me to ac- 
cept,” he explained. 

The larger an organization is, 
the less the rank and file knows 
about the men higher up the lad- 
der in management. One company 
recently issued a list of all its 


officers, executives, department 
heads, along with the dates they 
joined the company and a list of 
jobs held prior to present jobs. 
This list was distributed to all de- 
partment heads, with the sugges- 
tion that conferences be held with 
their assistants and juniors to 
pass along the facts. It was felt 
that these facts would tend to 
show everybody in the organiza- 
tion that many opportunities for 
promotion existed in the company. 

Another plan is to have some 
member of the top management 
group interview every person who 
announces an intended resignation. 
At this interview, the top man tries 
to explain to the person, about to 
resign, the company policies and 
the company’s plans for the fu- 
ture. Above all, he tries to smoke 
out any real or fancied grievances 
which may have been at the bottom 
of the contemplated resignation. 
He says: 

“We have found that almost 
half the people who plan to resign 
from our company are led into 





this step by some misapprehension, 


wholly unfounded, or by some mis- 
understanding about our policy. 
In a number of cases, all the em- 
ployee needed was a little assur- 
ance that his job was reasonably 
safe, and not subject to the whim 
of some superior.” 

Another executive says that he 
always tries to offer a man some 
alternative to resigning, such as 
a transfer, a move to another de 
partment, a change of location, or 
a change in jobs. Recently, he had 
the unusual experience of inducing 
two men, both of whom were about 
to resign, to remain with the com 
pany, simply by getting them to 
take each other’s jobs. 

While there can be no general 
rule, widely applicable, governing 
best methods of getting a valued 
employee to stick on the job, it 
seems obvious that the first step in 
any such program is to set up 
some method for determining thi 
real, and not the stated reason for 
resigning. Until an employer knows 
exactly why an employee is resign 
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blanket quietness. 
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ness machine, the Acoustor positively shuts out 
clatter forever and provides golden quiet. 


No remodeling necessary . . . adds beauty as well 
as efficiency to any industrial department, bank, or 
commercial house, whether you install one cabinet 
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ing, he is helpless to do much more 
than shoot in the dark. 

Once the real reason is estab- 
lished, the employer then knows 
if anything can be done toward 
keeping the man on the job. Often, 
it is possible to make a concession, 
to adjust salary injustices, or to 
transfer a man to a job more in 
keeping with his desires or am- 
bitions. 

Second step is to set up some 
technique or method for counsel- 
ing and advising people who are 
leaving for unsound reasons. This 
work should be done carefully and 
by men especially suited for it, by 
natural sympathies, by experience 
and skill at handling people. This 
person may be the president of the 
company, if the company is not 
too large, he may be the personnel 
or industrial relations manager, or 
he may be any other responsible 
officer or executive of the company. 

Perhaps it is well to realize that 
many employees announce intended 
resignations, merely as feelers to 
see what the company’s reaction 
will be. If there is no reaction, 
there remains nothing for the em- 
ployee to do but go ahead with 
plans to take another job. 

Next step is to sell the idea to 
every executive to whom people 
may report intended resignations, 
on the importance of keeping key 
people. It is necessary to make 
them understand that the company 
has a far greater investment in 
manpower than in machines, tools, 
brick, and mortar. This attitude 
is not always as widely held as we 
may be inclined to think. Too 
many executives still seem to think 
that manpower losses can always 
be replaced. 

Many business leaders, today, 
think that we are in for a tremen- 
dous amount of job jumping for 
the next several years. It seems 
wise to prepare for it, even though 
the craze has not hit as yet your 
particular company. For it may 
come when you can least afford it, 
and unless you are at least par- 
tially prepared, not much can be 
done “after the horse is stolen.” 
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“Pittsburgh Muddle” System? 


In Gin Rummy, Mr. Office Manager, 
certain devious characters resort to 
the Pittsburgh Muddle system. But 
as office procedure, it should not be 
condoned. However, we know the 
spot you're in—with lack of space or 
adequate equipment and the con- 
fusion of wartime operation. So we 
introduce the man who straightens 
out office tangles— 
ART METAL’S 
“MR. EXPEDITER, O. D.“ 

The learned initials after his name 
stand for “Doctor of Offices.”’ For 
that is his helpful occupation. Don’t 
expect miracles, for he also is handi- 


capped at present—unable to produce 
the equipment he would recommend 
to make your office operations easier 
and more efficient. But, even so, he 
may immediately suggest a trick or 
two that will ease the wartime strain. 
Why not invite him in for a look-see? 
No obligation, of course! 


And if postwar planning is one of 
your problems, Mr. Expediter is 
surely the very man you want to see. 
You'll be helped, also, by his book, 
“Office Planning.”’ Simply call your 
local Art Metal branch or dealer, or 
write Art Metal Construction Co., 
Jamestown, New York. 


Makers of 
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GOLD DREDGE- 
-1945 MODEL 


Progressive firms today recognize em- 
ploye-produced ideas as golden assets. 
Getting that gold out where it can 
benefit your business is the specialty 
of the Morton Suggestion System. 
Modern as a gold dredge, this equip- 
ment far outstrips prospector pan 
methods of reaching employe ideas. 


The Morton Suggestion System 
produces a steady flow of high qual- 
ity precious material. Organizations 
of every size and type respond to the 
professional way the Morton System 
does its job. 


’ In more than 10,000 installations 
to date, this modern idea-producer 
has earned literally millions of dol- 
lars for its users. In the times just 
ahead, ways of lowering operating 
costs, reducing waste and increasing 
efficiency will be worth important 
money to your business. You can get 
them with the Morton Suggestion 
System—and at surprisingly low cost. 


Get the complete facts about the 
Morton System immediately. Drop us 
a line today for the cost-free details 
—there’s no obligation. 


MORTON MANUFACTURING CoO. 
SUGGESTION SYSTEM DIVISION 
343 N. Leamington Ave., Chicago 44, Ill. 
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The New Nash Dealer Sales Policy 


(Continued from page 15) 


Nash ‘Ambassador Six,’ enjoyed 
the highest rate of sales gain of 
any cars in the low and medium 
price fields. After the war, we will 
concentrate on the same models, 
with certain improvements. 

“We are prepared to triple our 
prewar volume, and we anticipate 
no difficulty in marketing as many 
cars as we can produce for the first 
several years. But we are looking 
bevond the first several years. We 
expect and intend to continue in 
business indefinitely, and we want 
our dealers to do likewise. When 
the break in backlog car buying 
Nash have 


strong, high sales volume dealer- 


comes, expects to 
ships capable of further increas- 
ing car sales and avoiding any let- 
down in the company’s long term 
planning. That is the keynote of 
our dealer program.” 

Nash 
siderably higher 
Doss said, and will include retro- 


discounts will be con- 


than prewar, 
active volume discounts which com- 
bine both lines and go back to the 
first car sold. This discount struc- 
ture gives Nash dealers terms the 
equal of any in the low and medium 
price fields. 

‘ Other features of the franchise 
include: 

1. A low and medium price two- 
car contract. 

2. A car bonus of 60 per cent 
or more over the basic contract 
during the sellers’ market. 

3. Protection against dealer ter- 
ritory infringement by other deal- 
ers, with the infringement fee to 
be paid by the manufacturer or 
zone upon proof of such infringe- 
ment. 

4. Refunds on price changes, re- 
bates on model changes, repur- 
chases upon cancellations, ete. 

5. Dealers are required to use a 
factory approved, standard ac- 
counting system. 

6. Adequate service facilities, 


including floor space, equipment, 


and genuine Nash replacement 
parts. 

7. The franchise agreements 
now being signed will run until 
September 30, 1946. 

8. Provision is made for cancel 
lation for well-accepted reasons. 

The Nash wholesale organiza- 
tion will be comprised of sixteen 
corporation zones and twelve dis 


Doss said. Dis 


tributor zones will have the sam 


tributor zones, 


organization as corporation zones, 
and consist of a zone manager, 
business management manager and 
his assistants, service manager and 
representatives, car distributo: 
and assistants, sales promotion 
manager, comptroller and _ offic 
staff, and district managers in thi 
field. 

Nash parts and service program 
and facilities have been completely 
reorganized, said Doss, providing 
streamlined controls, a_ larg 
dealer’s facilities layout-planning 
department, strong promotion 
plans, and additional zones ani 
parts depots in Cleveland, St 
Louis, Atlanta, and Milwauke« 

In seeking new dealers, Doss 
said, Nash seeks first the man. 
then considers the available capi 
tal, floor space, and equipment 
The prospective dealer is told in 
detail of the potential of his ter 
ritory, then is told what will b 
required in order for him to doe 
this job satisfactorily. He will r 
quire a capital investment of « 
certain amount, so much floor 
space, a specified basic organiza 
tion, and so on. His capital inves! 
ment will be divided into 25 to 35 
per cent fixed capital and 65 to 75 
per cent working capital. Under 
normal operating conditions, tli 
working capital would be divide: 
as follows: Cash, 18 per cent; 1 
ceivables, 3 per cent; new cai 
17 to 23 per cent; used cars, 15 
to 19 per cent; parts and acct 


sories, 12 per cent. 
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Wholesale 


each of the 28 zones now are con- 


representatives — in 


tacting prospective dealers, seck- 
ing the strongest available repre- 
sentation in each territory. As an 
Nash 


wholesale representatives are fur- 


aid in telling the story, 
nished a 60-page, pyramid-type 
portfolio presentation which is 
divided into five parts. Part one 
acquaints the prospective dealer 
with the Nash plan to provide 
more cars for fewer dealers, part 
two analyzes the postwar market, 
part three outlines Nash’s prewar 
performance, part four tells of 
Nash’s war work and how this has 
strengthened the company in many 
ways, and part five is a compre- 
hensive analysis of the dealer’s 
position and prospects in the first 
five postwar years. This last sec- 
tion covers such matters as, bonus 
cars, service and parts potential, 
estimated fixed expense, dealer dis- 
counts, used car gross estimates, 
selling expense, capital and floor 
space required, and estimates of 
profit possibilities. 

made in a 
private room, to only one prospect 
at a time, and only one presenta- 
tion a day is made by each repre- 


Presentations are 


sentative. 

Having completed the over-all 
presentation, the representative 
produces a handsome dealer pros- 
pectus, imprinted with the pros- 
pect’s name, which contains much 
the same material as the presen- 
tation but leaves blank spaces for 
writing in figures. He then goes 
over this with the prospective 
dealer, fills in the figures for a 
dealership of that size, and shows 
him exactly what the proposal 
means to him. He leaves the pros- 
pectus with the prospective dealer 
for him to study at his con- 
venience. 

The first postwar cars are ex- 
pected to be the 1942 models, 
basically, with some refinements. 
Thereafter, Mr. Mason said, we 
shall witness a sweeping new trend, 
ending the 30-year-old automotive 
problem of providing power, size, 


and economy. 
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Here is a LETTER...... 


. written TO INDUSTRIAL MANAGEMENT the nation over.... 


written to the men on whose shoulders 
rests the profitable operation 
of their organizations. ..today... 


and tomorrow... 


written to TELL...that ONE HALF of the business of industry is... 
industry’s personnel. . .that it is what is in the minds and hearts 
of your employees that governs your profits. ..what they think 


and do COVERNS your profits. 


> Written to TELL that WE HAVE A WAY...a SIMPLE WAY. . .to sToP old 
and searing bickerings between management and employees. . .to SUBSTITUTE 
a complete understanding in the minds of your people. ..to give them a 
possessive feeling of pride and ownership in their jobs...to give them 
reason to hurry to work, to leave with regret...... 


......that you may build a sound, an impregnable company, with an 


unquestioning acceptance from customers. . 


. and consequent SALES 


and income to pay satisfying WAGEs and SALARIES and DIVIDENDs, regularly, 


year after year.... 


On such a premise we ASK that you write for description of our way. We will 


mail it without obligation. 


OREN AREBOG WG BE 30 No. micnican, cHicaco 2,11. 


Industrial Personnel Consultants 


“.. write for our booklet, “ABOUT THE ROAD AHEAD.” It tells of our way to give 
you peace of mind, to weld your management and employees into a fighting team. 











Do you wonder WHO we are? 


WHAT we do? 


Whether YOU could use our skills? 


- -- here’s your profit answer: 


Do you ever have a need, demand, for 
figure facts, fast? for typing, fast? 
Do you have peak loads regularly, 
irregularly, in your bookkeeping-ac- 
counting-typing departments? Do you 
have sudden over-loads? 

THERE’S our business! 


We take over your sur-loads. We 
shoulder the work to be done when it 
is over and above the normal ability 
and capacity of your own organiza- 
tion. 

We are a group of nearly five hun- 
dred skillful, competent, experienced 
operators. 


When you call WORKMAN ... we 
furnish the minds and the equipment 


necessary for the computation of your 
inventories, preparation of budgets, 
compiling of sales analysis, the com- 
putation or revision of cost reports, 
the computation of retroactive wage 
reports, the computation of facts 
upon which reconversion hinges .. . 
typing... 
Wait! That isn’t all. We serve in ex- 
cess of 1,000 concerns, in Chicago 
and in far cities ... do their work 
mostly in our offices .. . serving as 
their branch office... 

to SAVE time and money for 
them, to give them great peace of 
mind. Probably we could serve you 
as satisfyingly. 


WORKMAN CALCULATING & TYPING SERVICE 
608 S. DEARBORN ST. CHICAGO 5 WAB. 2490 


<Ayornunman 

















SUGGESTIONS 
HELP LABOR 
PROBLEMS 


Labor wins in elections all 
over the country. Manage- 
ment is faced with labor prob- 
lems which will become more 
and more acute. Plans for 
personnel administration and 
improvements thereto are vi- 
tal to business NOW and in 
postwar plans. 

Employees’ Suggestion Sys- 
tems can be made to assist 
Management in understand- 
ing the employees’ attitude 
and thus help in creating a 
cooperative bond between 
Labor and Management. 

Our success in rendering 
services to employers by set- 
ting up Employees’ Sugges- 
tion Systems which improve 
employee relations has been 
outstanding. If you have a 
Suggestion System in effect, 
stimulate it by using Posters 
to publicize your plan. You 
will find that advertising pays. 

We have Posters and other 
Suggestion System supplies. 
These are sold outright at 
reasonable prices. Full infor- 
mation and prices will be 
mailed to you in an attractive 
illustrated broadside upon 
request. 


INDUSTRIAL EQUITIES, INC. 


310 S. Michigan Ave. 
CHICAGO 4, ILLINOIS 
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(Continued from page 22) 


Accountant in charge of (1) The 
accounts payable department, (2) 
receivable depart- 
ment, and (3) the contract ac- 
counting department would — be 
classified as an Accounting Senior 


$320 to 


the accounts 


Department Manager 
$480. 

C—A Chief Accountant in 
charge of (1) The accounts pay- 
able department, (2) the accounts 
(3) the 
contract accounting department, 
and (4) 
department would be classified as 
Division 


receivable department, 


the general accounting 


an Accounting Junior 
Manager—$340 to $510. 
Whether the Chief Accountant 
should head up two, three, or four 
subdepartments depends entirely 
on the qualifications of the indi- 
vidual available. Unfortunately, in 
business, the type of employee 
management would like to have is 
not always the kind management 
has. For this reason, management 
frequently has to rearrange the 
work within the organization in 
order to utilize best the employees 
on hand. 
of these 
normal reclassifications taking 


There are so many 
place in business every day that a 
company trying to avoid stabili- 
zation granting 
non justified reclassifications could 
probably get away with it, except 
the company’s own 


regulations by 


for one factor 
employees. The average employee 
is very conscious of the classifica- 
tions given other employees, and 
rebels any time there is the slight- 
est discrimination. A good illustra- 
tion of this took place in a large 
manufacturing company in 1942. 
An employee in a particular de- 
partment was accidentally given a 
classification higher than she was 
entitled to and the other nine girls 
in the department all promptly re- 
signed. Phony reclassifications do 
not prevent turnover, they gen- 
erally accelerate it. 


Wage and Salary Control Plans 


Ordinarily, job analysts should 
be employed to rate jobs and to 
determine whether proposed re- 
classifications are in order. A com- 
pany can, however, establish a 
sound program without them. Job 
evaluation is not an exact science ; 
it is an approximation. If a com- 
pany establishes good “job specifi- 
cations” (not descriptions) for its 
job classifications, it can turn 
these over to department managers 
and let them classify their em 
ployees. An impartial department 
manager can probably do a better 
job of classifying individual jobs 
to job classifications than a half 
trained job analyst, because th 
department manager knows the 
jobs and their relative value. 

In Figures II, IIT, and IV, ther 
is an orderly, upward arrangement 
of job classifications. Under such 
an arrangement it is possible fo: 
management to outline to Junior 
Clerks how they can become Chie! 
Clerks, and to show Junior Ac 
countants how they can becom 
Senior Accounting Supervisors. 

Many companies, apparently 
not realizing employees desire to 
know to what positions they can 
advance, if they do good work, fail 
to provide an orderly progression 
upward within each department 
To keep employees trying to qual 
ify for positions paying mor 
money, it is essential to arrang: 
general job classifications in all 
departments. 

If a company provides an o1 
derly progression upward, and es 
tablishes its job classifications so 
that there is internal consistency, 
and pays, on the average, the mid 
points of their job classifications, 
it will soon find salary administra 
tion to be a minor problem. 

This article will be concluded in 
the December issue of AMERICAN 
BustvEss and will deal with uniform 
relationship between jobs within a 
company. 
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OFFICE Dososernence Hie 


Before a motor can whir in the factory, before a wheel can turn on a truck, before a 





shipment can move from a warehouse, from one to a hundred accurate operations 


must be performed in the office. That is why the modern manager insists that the 
office be as carefully and as fully equipped as the plant, the mill, or mine. The office 
manager who has to use obsolete equipment is being asked to perform miracles 





ITHHOLDING TAX exemp- 

tion certificates must be signed 
by every employee by December 1. 
Office managers will probably have 
to supervise the job of getting 
these certificates signed. Explain 
to employees that the law requires 
the employer to deduct and with- 
hold taxes from wages without 
exemption unless certificates are 
signed. Remember to get a certifi- 
cate signed by all new employees 
beginning work after December 1. 
Advise employees that changes, 
such as occur when a wife or hus- 
hand dies, must be filed within ten 
days after the change occurs, if 
there is a decrease in exemption. 
* 

NE-TIME CARBON 

which are reproductions of the 
forms furnished by the govern- 
ment 


forms, 


for reporting withholding 
taxes, are offered for sale by a 
number of companies. Most of 
these forms are available with your 
company’s name printed in the 
space for “Employer, by Whom 
Paid.” This saves a tremendous 
amount of These sets 
come with one-time carbons in- 
serted and the following copies: 
Original, employee’s copy, a trip- 


writing. 


licate, and a quadruplicate, which 
ire for the employer’s own records. 
The form number, as you probably 
know, is “W-2” revised. Consult 
vour usual supplier of one-time 
carbons for prices. If you do not 
xnow a supplier, ask the editor of 
this magazine. He will gladly sup- 
ply names of printers. 
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ERITAGE CLUB, publisher of 
fine books, has a plan that 
eliminates writing of customer’s 
bills. In book 


mailed, a printed bill, giving the 


names on each 
title of the book, the price, post- 
included. No 


name appears on the bill. The cus- 


age, and total is 
tomer is asked to write his own 
name in, enclose remittance, and 
return with payment. On the bot- 
tom of the bill appears the fol- 
lowing message: “It may surprise 
you, that we ask you to print your 
name and address, although we 
know these very well. So we ask 
you to realize that these bills are 
placed in the books in our ship- 
ping room; manpower being pain- 
fully 


things as easy for our shippers as 


short, we have to make 
possible. Of course, this bill is for 
this book only. If it happens that 
you still owe for last month’s book 
(shame on you!), then you will re- 
statement 


ceive a personalized 


separately.” A clever idea, we 
think, as it saves much typing and 


record-keeping, it seems to us. 
* 
RINTED BILLS can be used 


in many ways to save time we 
believe. For example, suppose you 
bill a large number of items, exact- 
ly the same each month. Why not 
have the description, the amount, 
etc., printed on the bill or invoice 
to save time in writing this over 
and over again? More and more 
companies are using this plan and 


. are finding ways to extend its use 


by having a series of combinations 


printed, Multigraphed, Dittoed, or 
Mimeographed on monthly bills. 


* 
— RED TAPE is rob- 


bing many companies of the 
profits which might accrue on 
small orders. A letter from a sub- 
scriber says that wartime red tape 
has so snarled up his office that it 
is no longer possible to show a 
profit on a $10 order. From our 
think that some 


companies can no longer show a 


observation, we 


profit on orders as high as $25 to 
$35. Perhaps it is time now to be- 
gin to slice and trim some of this 
red tape, for there may come a 
time when we desperately need 


these small orders. 


* 


LUEPRINT RECEIPTS will 
help keep track of blueprints. 
Baltimore Salesbook 
sends us a copy of a form for a 


Company 
receipt to be used in the plans 
and technical data file department 
of Cramp Shipbuilding Company. 
Form provides space for inserting 
the drawing number, alteration 


number, vendor name, who re- 


quested, and who received the 
drawing. There are no duplicates, 
and the originals remain in the 
filing department for ready ref- 
erence on every drawing loaned. 
The plan has saved much time be- 
cause it enables the filing depart- 
ment to find any drawing or print 
at any time. We think the same 
plan should be put into effect for 
withdrawals of all such matters as 
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WITHHOLDING RECEIPT—1944 
a Withneid on Wages 


Form W.2 (Rev) 
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EMPLOYERS -PREPARE NEW W-2 
WITHHOLDING RECEIPTS THIS 
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The law requires that the new Form W-2 ( With- 
holding Tax Receipt), with provision for indi- 
vidual income tax, be filled out for every person 


The law also requires that the employee be 
given two copies and that one copy be sent to 
the Internal Revenue Service. To provide an 


in your employ. Cut the time and work involved extra copy for your own records, Watts’ Snap- 
by one-half, with Watts’ Snap-Apart Forms! Apart Forms come in four-part sets. 
YOUR NAME AND ADDRESS IMPRINTED ON ALL 4 COPIES! 


Important time saver! Assures neatness! Eliminates errors! 


PATENTED STUB HOLDS EACH SET TOGETHER! 

Employee’s name, address, social security number can be filled in 
now! Snap-Apart Forms will not separate in typewriter and can be 
reinserted, intact, when final figures are ready. 


CARBON PAPER ALREADY INTERLEAVED! 

No bother, no mess, no time wasted preparing, inserting or remov- 
ing carbon. Carbons adhere to stub when copies are snapped apart 
for distribution, 


AVAILABLE IN 5-SET CONTINUOUS STRIPS! 

Watts’ Snap-Apart Forms are also available in continuous strips 
of five sets—perforated between sets for easy separation. Saves 
time in inserting forms in typewriter. Add 10% to prices below 
for this style, NEW YORK STATE EMPLOYERS-These forms are 
also available in five-part sets with the N. Y. State 
Income Tax Form #105. For these, add 20% to 
prices at left. 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216 WILLIAM ST., NEW YORK 7, N. Y. 


Mfrs. Snap-Apart and Continuous Carbon 
Interleaved Business Forms. Est. 1897 














“Pick up a mirror—look into it—you will 
see the World’s Greatest Safety Device!” 


That’s a sample of the kind of thing you will find in the new safety booklet— 
“SAFE-OLOGY”—written by Grant Shay, Director of Safety for Mills Indus- 
tries, Inc., Chicago. With its new “down-to-earth” humorous approach, “SAFE- 
OLOGY” is proving to be one of the most effective booklets on safety for dis- 
tributing to employees. Costs only two cents each when ordered in lots of one 
thousand. Send today on your letterhead for a complimentary sample copy of 
“SAFE-OLOGY.” When you read it, you will want every employee to get one. 


The Dartnell Corporation * Chicago 40, Ill. 

















material from files, drawings, blue- 
prints, catalogs, specification 
sheets, books from library, cuts, 


engravings, art work, ete. 


* 
ENERAL KNUDSEN, in a re- 


cent statement on renegotia- 
tion, Says that some companies 


have waited as long as six months 
to bill the government for work 
done. He urges speed in completing 
claims and billing the government 
when contracts are canceled or 
cut back. Time to prepare for this 
the 


means 


before cancellation is re- 


ceived. It 
tenance of inventory, tool, pur- 


is 
careful main- 


chase, and other records. 


* 

LANNING A NEW OFFICE? 

We recently completed a survey 
of companies which built and oc- 
cupied new private office buildings 
within the past few years. On 
question asked them 
“What was the greatest mistak« 
you made in planning your new 
office?” In other words, what would 
you add to your office if you had 
the job to do over again? Many 
ideas were obtained, but by far th 


most commonly recurring answe: 


we was, 


was, “We would include mor 
storage space.” 
* 


USINESS EXPANSION afte: 
the war is almost certain, if wi 
are to have high-level employment 
Some companies are planning or 
volumes much as three times 
the prewar level. While there ma) 


be some optimism in these plans. 


as 


we are assured that many of thei 

will develop. Point is, what will | 

needed in new office equipment an 
expansion if the business expand 
three times? Or if it expands twice. 
or increases only 25 per cent - 
Many office managers have be 

working with top management |» 
plan for office facilities in keepin 
with the anticipated increase 

business. The office manager wl 
does not do this is going to fi: 
himself looked drag 
upon the company’s progress. 


upon as a 
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“ead RACT SETTLEMENT 
forms have been simplified —be- 
lieve it or not. Standard forms for 
settlement of terminated, fixed- 
price contracts are now available. 
These forms are simple and uni- 
form. They are available from any 
agency with which you have a con- 
tract, or from the Office of Con- 
tract Settlement, Washington 25, 
D.C. If your company is a sub- 
contractor, get them from your 
prime contractor. 
* 

RAINING SECRET:  Fred- 

erick Crawford, president, 
Thompson Products, Inc., Cleve- 
land, says that General Marshall 
told him the secret of training an 
American soldier is, “Never give 
him a task without fully explain- 
ing the objective and how he is to 
go about achieving it. When this 
is done, he develops into the finest 
tighter in the world.” We think 
the same policy, applied to office 
workers, will develop our people 
into the finest office workers in the 
world. 
* 

ETTER OFFICE furniture is 

being planned by practically 
all producers. For example, the 
Wood Office Furniture Institute 
has an executive committee which 
is working night and day to per- 
feet plans which have been studied 
for more than a year to improve 
wood office furniture. Designers, 
engineers, and specialists in ma- 
terials have been employed by the 
Institute. Look for vastly im- 
proved wood furniture after the 
war—chairs, desks, tables, book- 
cases, and some special purpose 
equipment. While none of the de- 
tails are available for publication 
at this time, it is also known that 
great improvements are under way 
in office machines. Almost without 
exception, these companies have 
engineering and design groups at 
work on improvements, new ma- 
chines, faster machines, electrified 
machines, and machines that will 
do things which have never been 
done by machines in the past. 
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FULLY AUTOMATIC 


Fully Automatic Carriage 
Tabulation and Automatic 
Dual Division.... .just two of 


many exclusive Fridén Features 


With a Fridén Fully Automatic Calculator, the machine...not the 


operator, does the work. For example when dividing, FRIDEN 
COMPLETELY AUTOMATIC CARRIAGE TABULATION with 


dividend entry...at the touch of ONE KEY ... automatically 


clears the dials...tabulates the carriage to the selected divid- 


ing position...enters the dividend from the keyboard to the 


dials...prevents the entry of the ONE in the quotient dials 
and clears the keyboard for the entry of the divisor. FRIDEN 
FULLY AUTOMATIC DUAL DIVISION then permits the oper- 


ator at the touch of a key to automatically obtain positive or 


negative quotients...and at the completion of the division, the 


keyboard automatically clears: preparing the machine for any 


subsequent calculations. 


Telephone or write your local Fridén Representative for com- Fridén Mechanical and Instructional 


plete information and the availability of these Calculators, when 


ilable in app ; ly 





Service is A 
250 Company Controlled Sales Agen- 


applications for delivery have been approved by the W.P.B. cies throughout the U. S.and Canada. 


FRIDEN CALCULATING MACHINE CoO.,INC. 


HOME OFFICE AND PLANT + SAN LEANDRO, CALIFORNIA, U.S. A. *« SALES AND SERVICE THROL GHOUT THE WORLD 


Built-to-Order 


SALES 
EQUIPMENT 


Sample and catalog cases, zipper 
kits, ring binder cases, brief cases 


WRITE \ TODAY 


We will assist you in planning, de- 
signing, and building your sales 
equipment for postwar selling. 


Your order, placed now, will be near 
the top of our delivery list, and will 
go into production the day that 
leather is released for civilian use. 


Write now for our suggestions on 
sales-building sales equipment. 


ELLIS-SCOTT LEATHER PRODUCTS CO. 


118 S$. Pennsylvania St., Indianapolis 4, Indiana 
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PRINTERS and 
LITHOGRAPHERS 


Carbon Interleaved ‘Pullout’ Forms 
Commercial Checks 


Payroll Checks and Systems 


Distinctive Stationery 


* 

* 

® Advertising Literature 
* 

° 


Forms of Every Kind 


REYNOLDS 
C— SS 


REYNOLDS 


COMPANY * DAYTON, OHIO 


SALES OFFICES IN MANY 
PRINCIPAL CITIES 














Any man would be delighted to get one of these 1945 Dartnell 
Personal Record Books which combine the functions of a diary 
appointment book, private financial record, plus pages of useful 
charts and business data he can use every day of the year, Pub- 
lished each Christmas for 25 years. Used by America’s topflight 
executives, Army and Naval officers. Imported black sheepskin 
binding, gilt edges, 5’ by 8”, on superfine paper, each book is 
carefully bound by hand. The 200-page Diary Section is ruled 
off by hours as well as days. A modernly styled gift box included. 
The most de luxe diary published, 


You can have his name imprinted in gold 
on his Personal Record Book for only 30 Pri 
I rice + 


cents extra, Print name clearly on order. 


Dartnell Corporation #209 Bavensvood Avenue 











Production Control 


Minus Headaches 


(Continued from page 16) 


slotted for post binders, is used. 
The Shop Order—Operation Rec- 
ord form and the typed data are 
reproduced in black, legible origi- 
nal copy. Here, it is important to 
point out that a great deal of time 
and money has been saved because 
of the good clean legible records 
the process produces. Addresso- 
graph-Multigraph Multilith Du- 
plicators, and Systemat Masters 
are used. 

The copies duplicated are sent 
back to the tool design depart- 
ment. The master is not retained. 
It is not necessary to retain it, for 
all the copies needed are prede- 
termined and run off at one time. 
It may be that six, eight, or 
twenty-one copies are needed. The 
layout engineer specifies the quan- 
tity. The supervisor of the tool 
design department distributes the 
copies into a bin file on his desk. 
Three copies are kept in a perma- 
nent file to guard against loss, and 
the office boy distributes the others 
to work centers. 

These copies are filed numeri- 
cally to part number in the post 
binders in the time booths at the 
work centers in the factory. The 
timekeepers refer to these copies 
when they make up their labor 
tickets. These copies stay in these 
post binders until an engineering 
change comes through. 

Along with the copies going to 
the time booths in the work centers 
in the factory, seven copies go to 
the master files in the following 
departments: Cost, planning, time 
keeping, production, engineering, 
salvage, and material stores. 

As work progresses in the fac 
tory, progress reports inform the 
different departments of the status 
of the job. 

The Shop Order—Operation 
Record Colonial Radio uses is th 


master record of every part. 
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‘‘We should forget ourselves and our money, and reach out to make personal contacts 


with our workers—contacts that will build confidence and cooperation between us 


and our workers, their families, and the townspeople all around us. We should work 


out an intelligent program to lay the facts before our workers,’’ asserts Frederick 


Crawford, president, Thompson Products, Inc., one of Cleveland’s large employers 





White Motor’s Educational Program 
Helps Employees Get Better Jobs 


fhe White Motor Technical 
School recently began its fourth 
“msecutive year. This school, 
yperated in cooperation with 
fenn College, the Cleveland 
Board of Education, Case 
school of Applied Science, and 
the United States Office of 
Edueation, offers White Motor 
employees a wide variety of 
technical free of 
charge. 

The courses are not designed 
for college graduates or for 
technical experts in the plant; 
instead, they are designed for 
the men and women in the 
shop, to give them a better un- 
derstanding of their jobs, to 
teach new skills and methods, 
ind also offer an enlarged back- 
round of knowledge to those 
who wish to prepare themselves 
for more responsible jobs. 

\ continuity to the courses 
makes it possible for an em- 
plovee to chart a long-range 
educational program for him- 
self. The student can enter a 
beginning class and progress 
through intermediate and ad- 


courses, 


until he has 
thorough knowledge 
of his chosen subject. 

Many of the classes meet in 
the White Motor plant and in 
other locations easily accessible 
to the students. 

The school year is broken up 
into three terms, of ten to fif 
teen weeks each. The many 
subjects taught in the Fall 
term fall under these general 
headings: Mathematics, Draw- 
ing, Production 
and Engineering. 

Certificates are 
each student completing a 
course, and the personnel de- 
partment keeps a_ record of 
those who participate in the 
educational pregram so it can 
use these records for reference 
in up-grading employees. 

Such a_ sincere 
program as 
White Motor and other com- 
panies makes the employees and 
the general public realize that 
these companies have a definite 
interest in the future of their 
workers. 


vanced classes 


gained a 


Management, 


awarded to 


educational 
carried on by 


Scholarship Fund Established in Memory 
(f Gold Star Employees 


he General American Trans- 
portation Corporation, in co- 
operation with the University 
of Chicago, has established an 
initial scholarship fund of 
“100,000 in memory of General 
\inerican employees who have 
died in this war. 

The Memorial Scholarship 
will be open to all children of 
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employees who can meet the 
qualifications established by the 
University of Chicago for these 
scholarships. Besides being able 
to meet the entrance require- 
ments of the University, the 
applicant’s previous — training 
will be considered, his or her 
personal qualifications, as well 
as the justification for financial 


? 
4 


LA‘ YP 


assistance in securing a college 
education. Children of officers 
and directors of the corpora- 
eligible for the 
scholarship. The exact number 


tion are not 


to be admitted each year has 
not been established, but not 
less than twenty-five names will 
be submitted in February 1945. 

One of the unusual features 


los ‘ va 


of the new scholarships is that 
they cover tuition and_ living 
expenses for out-of-town stu- 
dents, with those living at home 
or adjacent to the campus al- 
two-fifths of the total 
grant to be spent at the stu- 
discretion. Another is 
that, although the sponsor is a 
corporation, _ it 


lowed 
dent’s 


transportation 
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i general education as against 
technical, industrial, or special 
ized scientific education. 

The selection of those to be 


awarded scholarships will be 


left entirely up to the Univer- 


sity. All scholarships will be 


paid for by the corporation. 
In order to let its employees 
know about the details of this 


The Lawrance Aeronautical 
Corporation, Linden, New Jer- 
sey, manufacturers of engines 
for aircraft and boats, has 
taken a forward step in human 
relations by adopting and as- 
suming all costs of a new in- 
surance benefit plan covering 
its employees with approxi- 
mately $5,000,000 in life in- 
surance. 

Lawrance claims to be one 
of the leaders in sharing its 
success with employees. Start- 
ing with an original group of 
15 employees in 1930, it now 
has 1,200 in Linden and _ its 
three plants in Elizabeth, New 
Jersey. 

The new plan is one of the 
largest of its kind outside of 
the group insurance field. Poli- 
cies of from $2,000 to $8,000 
on each employee's life will be 
issued. 

Company officials stated: “It 
is now possible for companies 
to cover their personnel with 
insurance benefits for their 
later years or against death. A 
wage increase up to 5 per cent 
is now authorized if used only 
in payment for insurance of the 
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has in mind solely the value of 


Aircraft Company Builds Good-Will 
With Giant Group Insurance Plan 








plan, the corporation has dis- 
tributed a handsome booklet 
giving the background and pur 
pose of the plan, and describ- 
ing how the children of an em 
ployee’s family make their ap- 


plication for a scholarship. The 
course at the University of 
Chicago is also described, along 


with the corporation’s reasons 
tor choosing the plan. 


ordinary or whole lite variety 

It is not the purpose that 
this plan take the place of any 
additional future pay. It is of- 
fered because the company is 
interested in life insurance for 
its people.” 

The company has arranged 
with the life insurance com- 
pany to have representatives on 
hand, when employees sign up 
for the insurance, to point out 
how the new company plan can 
be brought together with Social 


‘Security to give the best in- 


come to the family. Also, they 
will make available a summary 
chart of living and death bene- 
fits under Social Security, a file 
for keeping all documents, and 
a list of necessary papers to 
file which will be needed to 
collect Social Security benefits. 

Here are the details of the 
plan: 

1. The plan is open to all, 
and the company will assume 
full cost. 

2. Employees will get a regu- 
lar individual life insurance 
policy. (Ordinary life contract.) 
Its face value will be based on 
present age and rate of pay. 


As pointed out elsewhere in 
this issue, there is, perhaps, 
much needless worry and dis- 
cussion about the problem of 
finding jobs for returning vet- 
erans who have been disabled. 

The Elastic Stop Nut Cor- 
poration discovered there were 
many jobs in its plant that 
workers could 
Rather than 
wait until the return of dis- 


handicapped 
capably handle. 


abled) veterans, Esna has es- 
tablished a complete rehabilita- 
tion program. 

\ careful study of every job 
in the factory, checking each 
operation, disclosed that over 

















Esna Finds Jobs for Handicapped Workers 


half of the two thousand jobs 


could be successfully filled by 


workers with various handicaps, 


without sacrificing efficiency. 


Now a pattern has been es- 


tablished. After a thoroug! 
physical examination (see il 
lustration at left), the worker 
is given aptitude and dexterity 
tests to help the personnel de 
partment place him correctly 
So far, out of almost a hundre: 
veterans who have returned ti 
this company, not many ar 
physically disabled. However 
the program has been used suc 
cessfully to hire many handi 


capped workers. 
}} 





In addition to the blind stenographer, with her Seeing Eye Do 
Esna has 17 other jobs for the blind. A job at a hand assemb 


machine is one of 555 open to veterans with leg or feet handica; 











3. Under the policy, the em- 
ployee will get the following 
benefits: 

a. Payment of its face value 
in event of death. 

hb. A dividend each year. Divi- 
dends will be left to buy addi- 
tional paid-up insurance, and 
will substantially increase the 
cash and retirement values. 

c. Values in cash, loan, or 
paid-up or extended insurance 
values. 

d. At retirement, these cash 


values may be taken in on 
payment or as retirement ir 
come; or the employee will get 
these values in paid-up life i 
surance, whichever is requeste: 

4. As owner, the employee 
will keep and control the poli 
cies. He may leave the plan 
any time. 

5. If employment is termi- 
nated, the policy is kept by th 
employee and may be continued 
at the same rate, “or to do with 
as the employee pleases.” 


County Pares Budget and Earmarks Funds 
To Give Returning Soldiers Jobs 


Community planning for jobs 
for servicemen after the war is 
not only good human relations, 
but good economic sense. Last 
month, this department re- 
ported postwar plans of sev- 
eral cities. Here is what Lane 
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County, Oregon, with a popu 
tion of less than 75,000, hes 
done. 

The county’s planning cor 
cil, formed about a year and 
half ago, mainly through 
efforts of the Eugene Regist: 
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ere are 58 jobs that can be filled by workers with only one arm 


hand. This man does an excellent job as tool crib attendant 





cuard’s publisher, Alton PF. 
hiker, and William M. Tug- 

n, managing editor, has 

ted as its objectives: 

|. To make sure that every 
eturning veteran gets either 
is old job back or one just as 
vood—or a better one if he de- 
serves, Wants, and can handle 

successfully. 

2. To see that every disabled 
cteran is taken care of. 

3. To give all veterans every 
conceivable break, both during 
nd after the crucial period of 
readjustment to civilian life. 

t. To cooperate fully with the 
government on the vast federal 
program for veterans. 

Che planning council's slo- 
gan is “A Five-Million-Dollar 
Stockpile of Jobs,” and the 
people of the county are busy 
doing something about it. Most 
of the money already has been 
raised, or is earmarked in funds 
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now in the making, and the 
planning council has arranged 
for the purchase of land sites, 
hired engineers, and completed 
blueprints for many extensive 
projects, all ready to be put 
under way as the war ends. 

Other concrete achievements 
of the council are: 

1. The city and county debts 
have been virtually paid off. 

2. A tax structure, by which 
taxes that formerly went for 
debt payments now go into 
funds for postwar public works, 
has been okayed by the voters. 

3. A method of surveying lo 
cal industry, business, and labor 
has been evolved by which the 
planning council can get an 
“azimuth” on the postwar re- 
employment problem. 

4. Almost three million dol 
lars has been put in the public 
treasury for necessary public 
projects. 


| Backs the Iton Howe? 


Pike bedin © 8 ewe a reer 


\ newspaper got the ball 
rolling in Lane County, but 
such a plan requires the whole 
hearted backing of every busi- 
ness and every person in the 
community. It is a big task and 
that is why business should not 
wait for leadership from other 
groups. The Grand Rapids 
Chamber of Commerce, in co 
operation with the county Com 
mittee for Economic Develop 
ment, is leading the wav in 
postwar planning for produc 
tion and jobs. 

4 comprehensive report, ir 
the form of a handsome, illus 
trated booklet, has been issued 
to every business in the city. 
The report, entitled, 
Rapids, Michigan, Charts Her 
Future with 


Grand 


Confidence and 


Vision, discusses the factors 
affecting postwar plans of in 
dustry, such as contract termi 
nation, removal of government 
property, disposal of govern- 
ment surpluses, taxation, ete. 
\n estimate of new jobs that 
will be created after the war 
is broken down according to 
industries. The problems of un 
employment during reconver 
ion are discussed, and a stag 
vered reconversion program is 
uggested to ease the situation 
\n estimate on the labor 
supply and the labor situation 
ifter the war has been made. 
Of course, this includes the 


problem of absorbing those 
12,000 veterans the Chamber of 
Commerce feels will return to 


industry in Grand Rapids. 


Chesapeake R. R. Lets Employees Know 
Who Mr. and Mrs. Stockholder Are 


“Who backs the iron horse? 
What kind of people own stock 
in the Chesapeake & Ohio Rail 
way Company? Who are thév? 
Where do they live? What do 
they do?” Employees often 
ponder — these 
pecially ibout the time when 


questions, es 


companies ire declaring divi 
dends. Most companies publish 
elaborate, detailed reports for 
stockholders, but few realize 
that the employees and the pub 
lic, as well, are not as interested 
in these, as they would be in 
. bit more information about 
the mysterious stockholder. 
Tracks, the 
Ohio’s employee magazine, does 
in interesting job of telling 
ibout its stockholders in the 


Chesapeake and 


November issue. 

Instead of the usual charts 
ind graphs, and a few para- 
graphs of abracadabra offered 
in a halfhearted gesture which 


leaves the 
iverage reader cold, Tracks 
picked, at random, 12 of the 
120 stockholders in Lexington, 


iumost invariably 


Kentucky, and introduced them 
to readers in a series of short 
short biographies. Each biog 
raphy tells about the every 
day life of these people: What 
their jobs are; their hobbies: 
even a bit about their family 
hackgrounds. 

In this way, the Chesapeake 
& Ohio employees will come to 
know their stockholders as 
iverage Americans, just like 
themselves, who have jobs, 
homes to care for, children to 
put through school. 

And this method of telling 
ibout these people will help to 
instill pride in the employees, 
pride in their jobs, pride in the 
fact that the people they work 
for and with are people like 


themselves. 











Once yearly, or oftener, good management goes over an office and asks, ‘‘Why do we 
do this, this way?”’ ‘‘Is there a better way?’’ “How long have we had this system 
without a change or improvement?’’ Be suspicious of any method or system which 
has not been improved in a long time. This department is packed with ideas which 
show how somebody else has found a better way or how to short cut a tedious process 





Ft | Ati | 


~— 


ae P 
—=_=— 


American Aviation Mart, recently established in the Furniture Mart, Chicago, 
is to provide a central place where the aviation industry and private flyers may 
buy parts and supplies. It is expected that the mart will become a peacetime 
center for sale and distribution of planes. The goods will be sold from the mart 
from samples on display, as shown above. Shipments are made from warehouse 


1. Order Pickers’ Aprons 
Speed Order Filling 


ORDER pickers’ aprons, made by tent 
and awning companies, have speeded the 
filling.of orders in a number of wholesale 
houses, according to a report recently 
received from the War Manpower Com- 
mission. These aprons are made with a 
loop on the bottom, inside, so that the 
order picker inserts his arm through the 
loop, thus forming a sort of basket. Into 
this basket goes the merchandise selected 
from stock. The order pickers carry the 
“baskets” to real baskets on the conveyer 
which transports the merchandise to the 
packing room. The aprons save the 
workers’ clothing. They are equipped 
with pockets for pencils and other small 
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items which the order picker must carry 
around, The tent and awning companies 
were selected to make these aprons be- 
cause they seemed to be the only source 
with material to stand hard wear. 


2. Order System Saves 
Three Persons 
RECENTLY reported by the War Man- 


power Commission, the experience of a 
wholesale druggist shows how manpower 
may be saved in an order and invoice 
system. While the idea is not new, and 
has been reported in previous issues of 
AMERICAN Business, it is worth repeat- 
ing here. The wholesale druggist pur- 
chased two Ditto copying machines. 


Salesmen were furnished with Ditto in- 
delible pencils with which to write all 
orders. All original order sheets are run 
through Ditto machines to produce an 
order floor work sheet. The merchandise 
is assembled from this work sheet. Items 
short are market “Out” in red pencil. 
After the order has been completed, the 
work sheet is sent through pneumatic 
tubes to the pricers’ desks. The pricer: 
price and extend the original order sheet, 
then compare the work sheet with the 
original order. Outs are indicated on the 
original order sheet as to disposition 
whether back-ordered, ordered direct, 01 
unable to supply. The original orde 
sheet, when all details have been com 
pleted, goes to the Ditto machine opera 
tors who run the original order sheet 
through the machine to make the in 
voice. This change in invoicing resulte: 
in the saving of three typists. 
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3. Chart Shows Light Loss 
When Lamps Are Soiled 


ESTIMATES that, in many plants an 
offices, as much as 50 per cent of the 
planned lighting is not delivered, or i 
wasted, have recently been made as 

result of a study by Sylvania Electric 
Products, Ine., Salem, Massachusett 

Starting with all lights operating, with 
clean reflectors and lamps, we have 100 
per cent lighting—that is, all the lighting 
that is paid for. Dead lamps soon reduce 
this to 86 per cent. Dark and dirty walls 


AMERICAN BUSINESS 











ee * ; 


Reception room of Hedrich-Blessing, Chicago photographers, shows trend 
toward simplicity for business interiors. Gypsum plastered walls and ceilings 
act as sound conditioner to reduce noise. Photo, courtesy Gypsum Association 


bring it down to 75 per cent, while dirty 
reflectors and lamps later reduce to 48 
per cent the light actually received. To 
overcome this loss, Sylvania recommends 
frequent checking with a light meter. 
Whenever the meter shows a light loss 
of as much as 25 per cent, Sylvania rec- 
ommends immediate search for dead 
lamps and resort to soap and water to 
clean lamps and reflectors. 


4. Goods Free If Service 
Fails in Gas Station 


ALMOST everybody is familiar with the 
famed cigar store chain of Hickey 
Brothers whose operating slogan is, 
“Your purchase free if we fail to say 
‘Thank you’.” Adapting the same idea, 
Filling Station Manager G. G. Roller of 
Kansas City, Missouri, displays a sign 
which reads, “If we fail to check your 
tires and wash your windshield, your 
purchase is free.” 

Recently, K. E. Van Cleave visited this 
station, bought two tires, thirteen gallons 
of gasoline, a quart of oil, a wiper blade, 
ind had his brakes serviced. On his way 
home, he remembered that no one had 
‘thecked his tires or swabbed his wind- 
shield. He returned, reminded Mr. Roller 
f the omission, and Roller paid off, re- 
funding $50.18. 

The cigar chain, which refunds on 
purchases if clerks fail to thank the cus- 
tomer, says it has been the company’s 
best advertisement and that, while a cer- 
tain amount of money is refunded, the 
refunds are so small the amount involved 
is considered well invested. 
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5. Disston Gives Prizes 
For War Bond Windows 


HENRY DISSTON & SONS, INC., 
famed saw and tool manufacturers of 
Philadelphia, recently announced an offer 
of $10,500 in War Bonds to dealers in- 
stalling the best windows featuring the 
Sixth War Loan drive between Novem- 
ber 20 and December 16, 1944. 

There are 580 prizes in all, ranging 
from $25 War Bonds for state prizes, 
$50 War Bonds for sectional prizes, and 
$50, $100, $150, $250, $500, and $1,000 
bonds for national prizes. Rules provide 
that each display must be exclusively de- 
voted to War Bonds. Any hardware 
dealer is permitted to enter the contest, 
and each entrant must submit a photo- 
graph of the window, from which the 
judges will reach their decision. 


6. Helps Dealers Take 
Advance Orders 
NATIONAL PRESSURE COOKER 


Company, Eau Claire, Wisconsin, has 
been conducting a campaign to assist its 
dealers in taking orders for Presto 
Cookers, which are not immediately avail- 
able at present. Plan is to have the 
dealer take orders from consumers for 
the earliest possible delivery of the 
cookers after manufacture has begun. 
Display cards for stores, brochures, 
posters, and order registration blanks 
are some of the materials supplied to 
dealers to assist them in closing orders 
for later delivery. 





Is your check 
re[oyel> Mt re) mmc) 0 J 


NO doubt your Payroll 


checks are good for 
their face value, but the clerical 
cost of making up the Payroll 
may be as high as 30c a check. 
Paying in cash, only substitutes 
a Payroll slip and in either case 
the accompanying records 
must be made. : 


TARCO Payroll System (for 
checks or cash) makes 1 writ- 
ing do the work of 3, eliminat- 
ing unnecessary transcriptions. 
Cut your Payroll-making costs. 


Send for a FREE sample 
of TARCO Payroll Forms 








TALLMAN, ROBBINS 


LOOSE LEAF AND FILING EQUIPMENT 


316 West Superior Street 
CHICAGO 10 ILLINOIS 


for all 
Catalogs, Sales 
Presentations and Manuals 


You can increase the effectiveness and efli- 
ciency of your catalogs and manuals by index- 
ing them with AICO Indexes. 

With the strong competition of the next 
few years, the streamlined catalog will get 
the business! 

AICO Indexes provide the quick reference, 
the fast availability of needed information that 
is required for today and for our post-war busi- 
ness world, 

Send for the AICO Index Selector—with 
samples of styles and types of indexing. It will 
help you put sales appeal in your catalog. 


r= =Mail This Coupon for AICO Index Selector= —4 

| G. J. Aigner Co.—Dept. AB ] 
503 S. Jefferson St. 

! Chicago 7, Llinois 

! PLEASE SEND ME AICO INDEX SELECTOR | 

\ Name. 


i Company 


| 

of 
| Address 4 
por State.. . 
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In every office there are many makeshifts, home-made devices, half-baked methods, 
for which scientifically designed machines, equipment, and furnitu-e are often 
available. No wonder office costs are high in such offices. Here, on these pages 
each month, we attempt to bring office men up to date on what is new and improved 








Work Table Adjusts 
To Any Height 


WHETHER you want the top tilted or 
flat, high or low, the Rightop Work 
Table may be adjusted to suit your con- 
venience. The top is also removable, and 
may be interchanged with other tops, so 
it is possible to work on a dozen different 
jobs without disturbing any one job. A 
rack, which accompanies the table, holds 
up to twelve tops. Simply by lifting off 
one top, without displacing any of the 
material or work on it, sliding it into the 
rack until it is needed again, it may be 
interchanged for another top with un- 
completed work on it, or for one cleared 
for action. Turning the crank at the side 
of the table raises or lowers it to the 
right height, whether the operator is sit- 
ting or standing, thus eliminating much 
fatigue. The top may be tipped to what- 
ever angle is desired. For small assembly, 
for all work within its area, there are 
scores of jobs where these tables will 
prove a convenience and practical time 
saver. With twelve tops, areas to suit, 
the equivalent of a dozen work tables 
is available to one operator. The ease 
with which it may be operated, the sim- 
plicity of its mechanism, and its com- 
pactness are a few of its features. The 
tightop Work Table and Rack is dis- 
tributed by Voss Machinery Company. 
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Fluorescent Units Have 
Two and Three Lamps 


A NEW series of fluorescent industrial 
units has been designed for two and 
three 40-watt lamps. These units can be 
hung individually or in continuous lines 
for higher intensity, and can be used 
over workbenches, machines, or for gen- 
eral lighting. The outer surface of the 
steel reflector and housing is gray, with 
an inside white reflecting surface of 
Fluracite. Other information may be ob- 
tained from Curtis Lighting, Ine. 


Durable Pencils Ease 
Carbon Copy Work 


ALTHOUGH these multiple carbon pen- 
cils were mentioned several months ago, 
because of their tested worth and the 
wide interest displayed in them, it seems 
worth while calling them to readers’ at- 
tention again. The DuroLead Multiple 
Carbon Copy No. 700 is satisfactory for 
pencil work on forms and registers and 
for every carbon copy purpose. It makes 
clear, legible originals and six or more 
carbons, and the patented lead reduces 
point breakage. These pencils may be 
obtained in three degrees, medium, firm, 
and hard, from the manufacturer, Re- 
liance Pencil Corporation, which will also 
be glad to furnish samples for testing. 


Germicidal Finish 
For Floors 


STERI-LAC, a new floor finish devel- 
oped by Continental Car-Na-Var Cor- 
poration, contains a powerful germicide 
which helps prevent the spreading of 
disease-causing germs, 85 per cent of 
which, it is estimated, are carried by 
dust to the floor in closed rooms. Made 
according to a_ time-tested formula, 
Steri-Lac is a wax lacquer with germi- 
cide added in such a way as not to im- 
pair the appearance or durability of the 
treatment. It may be applied with the 
usual wax applicator, producing a uni- 
form, streakless, lacquer-like gloss. It is 
nontoxic and does not have an objec- 
tionable odor. The company has a special 
trial offer and will be pleased to send 
further details. 


Combination Air Filter 
And Dust Collector 


AN EFFICIENT and economical means 
of removing from the air, dusts arising 
from industrial operations, such as lint, 
shavings, grindings, ete., is through the 
use of Dustex, a portable dust collector 














and air filter, built by the Dust Filter 


Company. The principle underlying the 


unit is the compound action on the air- 
borne dust, first, by centrifugal separa 
tion from the air stream, and second, b: 
impingement on the filter surface. | 
maintains a constant static air suctioi 
of more than 4 inches at a velocity ot 
over 5,000 LFM, and collects the mos 
minute dust particles. Filtered air 

discharged through a muffler to deade: 
air noise but with a minimum resistanc 
back into the room. The filter assemb!) 
consists of two corrugated layers of wi 

mesh covered with 60-mesh filter clot! 
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It is completely fireproof. Dustex is 
manufactured in four sizes, weighing 
from 75 to 200 pounds, and from 30 to 
51 inches high. Full descriptive literature 
is available from the manufacturer. 
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Face Shields Designed 
For Comfort 


COMFORT for the wearer was the pri- 
nary motive in the design of the new 
‘Hundred” series of face shields, an- 
wunced by the Boyer-Campbell Com- 
vaany. The back headband, worn low on 
the head, is completely adjustable for 
litting any size head, in either elastic or 
ill-fiber types. In this way, the weight 
of the shields is evenly distributed over 
the entire headgear so there is no sense 
f burden or unbalance. Each of the four 
models—“100,” “200,” “300,”° ‘400”°—is 
identified by a variance in design of the 
headgear, and for each model there is 
i choice of three different thicknesses, 
three different sizes of cellulose acetate 
veneral purpose windows, and three dif- 
ferent sizes of 24-mesh screen windows 
for heat protection, and a fiber front for 
scraping and welding. The complete in- 
terchangeability of these parts makes 
practical a face shield for any industrial 


use, 


New Self-Locking 
Record Binder 


SIMPLICITY of design of the new Self- 
Locking Record Binder, manufactured 
v The Lockwood-Hazel Company, in- 
sures ease of operation and _finger-tip 
control. A light pressure on the formed 
id of the locking bar opens the binder 
stantly, exposing controlled sheets for 
ieir insertion or removal. Four round 


posts are permanently anchored to strong 
gle type, steel bars upon which are 
uunted the locking studs, doing away 
th any twisting or side play in the 
ler, when open. These posts remain up- 
ht when the book is empty to allow 

easy insertion of fillers. The studs 
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are in perfect alignment with the locking 
mechanism housed in the hinged channel, 
so the cover may be closed with no worry 
about aligning, simply by holding the 
backbone of the book tight against the 
filler. The self-locking mechanism auto- 
matically locks the binder, It can be per 
manently locked with drive rivets driven 
into small holes in the channels, sealing 
the book against further removal of 
sheets. The sides of the book are lami 
nated plywood and prestwood, to prevent 
warping and dog-eared corners. The 
back of the book is all-metal construc 
tion, and the sides are attached by strong 
steel piano type hinges, nickeled to resist 


rusting. 


Improved Cleaner for - 
Office Machines 


AN IMPROVED type of cleaning fluid, 
Durol Type Cleaner, has been placed on 
the market by Reliance Pencil Corpora 
tion, to serve as an all-purpose cleaner 
for vital office machines, such as type 
writers, adding machines, bookkeeping 
machines, billing machines, and other de- 
vices using a ribbon and type. It removes 
accumulated grime, dust, and dirt 
quickly and, as a result, facilitates work 
and reduces repair bills. Reliance will be 
glad to send a test sample bottle without 
charge, if the request is made on your 
own business letterhead. 


Tax Chart Simplifies 
Payroll Deductions 
THE REVISED tax law, effective Jan- 


uary 1, 1945, necessitates the use of a 


new withholding chart, and the Delbridge 
Simplified Withholding Tax Chart should 
prove of excellent service. It comes in a 
small, convenient size—sixteen hinged 
cards on a 61/4,x914,-inch cardboard base 

and is printed in large easily read type, 
with special three-line groupings of an 
swers. The number of exemptions is 
printed in red for each three-line group 
so that payroll deductions may be spotted 
with speed and accuracy. The chart is 
published in four editions, covering 
weekly, bi-weekly, semi-monthly, and 
monthly payroll periods, and all editions 
show daily and miscellaneous deductions 
and the 18 and 22.5 percentage rates. 
Delbridge Calculating Systems, Ine., is 


the publisher. 


GES 


MEBUO 


Modern Sales Portfolios 





One of many types 
normally available for sales needs. Light- 
weight, compact, and built for convenience. 
Write for complete information § about 


modern presentation equipment for your 


sales force. 








STEIN BROS. 
~ Manufacturing (2 


231 S. Green St., Chicago 7, Il 





P HON E 
wrRitTteE 
OR WIRE 


BENGE 


ASSOCIATES 
20 NO. WACKER DRIVE 
CHICAGO 6,ILL. 

STA 8468 























This Manual 





Will Help Your 





Stenos Turn Out 





Better Letters 





7eeeer . »« « « » 





Every office needs a Letter Manual—a source 
book where typists and correspondents can 
quickly find the correct answer to ever recur- 
ring problems of punctuation, letter style, 
grammar, and correct salutations. Many large 
concerns have their own Letter Manual. Now 
for the first time Dartnell makes available a 
Manual any company can use—with space so 
that it can be personalized to fit the corre- 
spondence setup of any company. 


190 Pages—8!sx11” 


Correspondence 
Manual 


Pointers for Producing Perfect Letters—Tips 
on Centering—Sample Letter Layouts for 
Guidance—Military Salutations—Official Ab- 
breviations of States—Telegram Technique— 
Words That Sound Alike but Differ in Meaning 
—Pinning Down Those Pesky Plurals—Charts 
of Verbs and Tenses—The How and Why of 
Punctuation—Check List for Capitalization— 
Correct Practice in Writing Numbers—A Bit 
About Abbreviations—Spelling Rules That 
Save Time—This Business of Dividing Words 

List of Abbreviations of U.S. Government 
Agencies—Special Tips to Dictating Machine 
Transcribers—Care and Feeding of Typewriters 

Postage Pointers That Save Pennies—Copy 
Marking Symbols—Proofreading Symbols. 


Model Business Letters 

One very helpful feature of this Manual is the 
section devoted to model business letters. 
Quickly adaptable to your needs, these model 
letters cover a number of common situations 
and will save hours and hours of time for 


both correspondents and stenographera. 
“You Manual is ter 
com ete and should in 


crease the efficiency of all SENT ON 
stenoyraphers who hate APPROVAL 


the opportunity and priv- 


tlegetoread and study it.” 
Helen Bradley, Supre. 
Stenographic Dept 

The Milwaukee Journal 


The Dartnell Corporation 


4a, RAVENSWOOD AVENUE SHICAGO @, ILLINOIS 





Business VIPS 


The following literature is of 
special interest to executives 
active in business manage- 
ment. Unless otherwise stated, 
it will be sent upon request to 
either the company or editor. 





WINDOWS being one of the most vul- 
nerable spots in any building, the need 
for keeping them properly maintained 
and repaired is relatively great. Glass 
block panels offer an ideal solution and 
can be installed without the use of 
critical materials. How this may be done 
is shown in Methods of Replacing Worn- 
Out Windows with Insulux Glass Block, 
an exceptionally informative booklet put 
out by the Insulux Products Division of 
Owens-Illinois Glass Company. It con- 
tains many illustrations showing before- 
and-after installations, typical installa- 
tions in all fields of industry, and neces- 
sary technical data. 


* 7 * 


PAYROLL handling may be further 
complicated when the new income tax 
law goes into effect on January I, so the 
timely 30-page booklet entitled, Payroll 
Peaks, issued by Burroughs Adding Ma- 
chine Company, offers some constructive 
suggestions. The first pages carry a pic- 
torial review of peaks in the payroll job 
from 1913 up to the present withholding 
tax period. It proceeds through the re- 
maining pages to illustrate and describe 
in detail complete payroll plans in opera- 
tion today, and discusses their compara- 
tive merits. 
+ * # 

ADDRESSED to the “plant executive 
interested in cutting manufacturing costs 
and getting jobs into production sooner,” 
Production-Control Paper-Work  Pro- 
duced on the Mimeograph Duplicator is 
a book that visually presents a simple 
method of controlling common factory 
functions. A back-cover pocket contains 
samples of the forms shown in the book, 
although no attempt is made to indicate 
the precise forms that should be used, 
because frequently two or more forms 
can be combined. Ask A. B. Dick Com- 


pany for a copy. 


* - * 


WHATEVER your packaging assign- 
ments are today or tomorrow, H & D 
Little Packaging Library will prove of 
value in making your entire packaging 
procedure more efficient. It presents the 
packaging experience of hundreds of 
manufacturers and offers contributions 
to improved packaging and shipping 
methods, and to savings in materials, 


manpower, machinery, and transporta- 
tion facilities. Published by Hinde & 
Dauch, the “Library” consists of nine 
booklets on such subjects as, how to 
pack war materials, how to seal, how to 
stack and load, how to sell, merchandise, 
ship, prepay, how to specify, and how to 
ship by air. 
* * * 

NORTH, EAST, SOUTH, WEST is the 
title of a handy little 12-page booklet 
in which the Air Express Division of 
Railway Express Agency offers informa- 
tion on shipping by air express, together 
with a few highlights of its early history 
Included in the booklet are details on 
priorities, maximum size and weight of 
shipments, rates, etc. 


+ * * 


A NEW booklet, issued jointly by the 
Army and Navy entitled, War Films for 
War Workers, illustrates the methods 
used today in showing special battlefront 
films in war plants and labor unions 
throughout the country. How locations in 
stockrooms, cafeterias, meeting rooms 
can be adapted for the showing, sugges- 
tions on how to publicize the event, and 
the appropriate times for such showings 
are all discussed in the booklet which 
may be obtained from the Industrial In- 
centive Division. 
* * * 


PENSION PLANS for employees are 
contained in two helpful books offered 
by the Continental Casualty Company 
Employer-Employee Insurance Plans 
gives data on this subject in brief, easy- 
to-read, summary form; Pension Trusts 
and Permanent Group describes features 
of pension trusts for groups smaller than 
fifty, the group retirement income for 
groups of fifty or more, and the 5 per 
cent plan for group ordinary life. 


* * * 


THE BULLETIN, Unit Loads, direct 
attention to the large potential savings 
that may be realized through a mor 
general application of the unit load prin 
ciple, which can be readily applied to the 
distribution of raw materials, finishe: 
and semifinished goods, and to move 
ments through manufacturing processes 
This bulletin, prepared by the Industria 
Truck Statistical Association, shows som: 
of the advantages to be gained throug 
proper employment of this system are: 
Lower handling costs, rapid movemer 
of goods, maximum utilization of storage 
space, reduction in product damage, be 
ter safety for employees, reduction 
inventory time. 


* * + 


SIMPLIFICATION and standardizati 
of many basic construction details ar 
features of Sylvania’s new line of flu 
rescent lighting fixtures, as shown in t! 
portfolio, Sylvania Presents Fluoresce 
at Its Finest. Pictures and descriptio: 
of the various basic designs, models, a: 
mounting methods show how _ the 
fluorescent installations can be made 
fit any structural conditions and gener 
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Steel Guide Tabs 


er 










Unbreakable spring Jaws 
lamp them firmly to cards but 
yermit removal or rearrangement. 
Large openings covered by trans- 
,arent pyroxylin, white, blue, green, yellow, pink or red. 
insertable labels in perforated strips for typing. 
2 Sizes, lin. wide and 2 in. Tops straight, or bent back. 
Sold by best‘stationers, U.S. and foreign, or sent post- 
aid to responsible firms on 30 days trial. Price list free. 
Samples (5 or less) 2 cents each 
50,500 used by Shapligh Hardware Co., 
St. Louis 


CHAS. C. SMITH, Mfr., Box 375, Exeter, Nebr. 


Steel Signals 








THIS 
CARD 
OF 
; SAMPLES 


FREE 


Signal vital facts with Cook’s File 
Signals—automatic reminders, in- 
valuable for classifying, indexing 
data. Card of actual samples ( all 
styles, colors) free ; no obligation. 
THE H. C. COOK CO. 38 Beaver St. 


Ansonia, Conn. 
* “aa FILE 
ry SIGNALS 













Tax Bulletin 
( NEW PAYROLL TAX 


Errective January 1945 


FREE BULLETIN 





Withholding Tax with a 
Teiculator.” 


The faster — easier way — inexpensive 


TELCULATOR CO., 2144(¢) Madison Ave., Toledo 2, Ohio 





Postcard Advertising 





DYNAMIC! ATTENTION GETTING! 
‘lash and Royal Border Postcards Give 
Your Message the Punch It Needs 


Send for samples today 





KUPFER PRINTING COMPANY 
01 S. Jefferson St. Chicago 7, Illinois 








ILLUSTRATED SALES LETTERHEADS 


For bulletins to salesmen, sales letters, 
jllection letters, special letters to cus- 
tomers, and dramatized mailings of all 
inds. 400 ideas and 400 colorfully illus- 
rated letterhead samples you can use, 
osting over $10,000. Yours for $3.00. 
sent on approval. 


° 
DARTNELL CORPORATION 


1660 Ravenswood Avenue Chicago 
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“Calculating the 1945 Pay Roll 


USE A TELCULATOR—30 Day Trial 


| 


lighting requirements. Copies may be ob 
tained from Sylvania Electric Products, 
Ine. 


BRICKS WITHOUT STRAW is the 
title of a most interesting 48-page 
booklet in which B. F. Goodrich tells the 
story of synthetic rubber. The informa- 
tion this booklet offers was originally 
written for the company’s own staff and 
salesmen, but it received so many re- 
quests for the story of its part in the 
development of man-made rubber, that it 
has made this book available to those 
who request it. 
* * * 


MODERNIZATION plans for stores 
and offices will do well to include two 
folders of the Pittsburgh Plate Glass 
Company: Better Interiors for Better 
Business with Glass pictures and de 
scribes some of the Pittsburgh Plate 
products available for use in dressing up 
many types of commercial interiors. 
Pittco Store Fronts and Their Influence 
on Retail Sales, in addition to illustrat- 
ing many modern store fronts, shows the 
costs of specific store front installations 
in various locations throughout the 
country. 


THE CATALOG, A.C.B. Research Ser- 
vices, describes the general organization 
and function of the Advertising Check- 
ing Bureau. It also contains a compre- 
hensive outline of the various newspa- 
per research services of this company 
and how they may be used advantageous- 
ly in different lines of business. 


ALTHOUGH nonproductive parts and 
supplies are often regarded as a neces- 
sary evil, the booklet, Non-Productive 
Stock ... Its Storage and Handling, 
outlines a step-by-step procedure in car- 
ing for this class of stock so as to make 
it a prime factor in insuring uninter- 
rupted production. Each step in_ its 
handling is detailed carefully, and six 
forms are suggested for use in its con- 
nection. The General Fireproofing Com- 
pany will send copies upon request. 


ONE OF the most useful door books on 
the market is the Kinnear Rolling Door 
Catalog. In its pages Kinnear shows how 
many of its doors are now being used 
effectively and also how other companies 
may use them in a number of ways 
where safety and convenience are im- 
portant 
shows the advantages these doors offer, 


considerations, The catalog 


construction features, specifications, 


special applications, and special types of 
doors, and a great deal of other per- 


tinent data. 


Please send requests for copies of these 
booklets on 
quests on postcards or from individuals 


company letterheads. Re 


; 


with no business connections will not le 
forwarded, 
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Management-Industrial Engineers 


INDUSTRIAL METHODS ENGINEERING 
COMPANY 


228 N. LaSalle St. 
Chicago, Ill. 


1611 Euelid Ave. 


° Cleveland, Ohio 





Incorporating Services 





DEL. AWARE ( ORPOR: ATIONS organized-and 
epresented; requ free form. COLONIAL 
CHARTER COMP {NY. Wilmington, Delaware. 





Executives Wanted 





SALARIED POSITIONS 
This advertising service of 34 years’ recog- 
nized standing negotiates for high-salaried, 
upervisory, technical and executive posi- 
tions. Procedure will be individualized to 
your personal requirements and will not 
conflict with Manpower Commission. Re- 
taining fee protected by refund provision. 
Identity covered and present position pro- 
tected. Send for details. R. W. BIXBY, 
INC., 201 Delward Bldg., Buffalo, N. Y. 





Used Business Equipment 





WHAT OFFICE EQUIPMENT DO YOU NEED? 
yr want to sell? We buy and sell all kinds of 
iffice equipment, specializing in Visible Equip- 
ment, such as Kardex, Acme, International 
Visible, and other makes. Write us. 

E. H. HEINEMAN, 4 N. 8th St., St. Louis, Mo. 


ELLIOTT FISHER, Moon Hopkins, Addin 
Calculating, a s office machines. ROBE RT 
NOVAK, 5 Chicago. 












Branch Office Services 





VARIOUS PLANS, Folder free. PROTEC- 
TION INCORPORATED, Confederation Bldg., 
Montreal, Canada. 





Inventions for Sale 





XPLOIT NEW INVENTIONS ad mal 
money. W te fe mur free la t 
f inventions for sal \DAM. FISHE! R CO 


ht & 





Position Wanted 





CANADIAN SALES MANAGER 


shes to ass ate with American manu- 
ac rf nsumer goods in Hardw 
r e Sy t ‘ m v nes 





nnin 
*URPOSE I Spec 1 Car r 
R esen tetainer plus Come 
n 
iOPT I I fital Cana- 
Br 
XPERIENCI S bac 
Managemer Sales Pr 
Lnaiysis ,ay sin 
» Comm nd Fins 





PRE we NT STATUS—Earning better than 


ag alary with National Canadian 
Compal: mut nterested nh Op- 
ad men’s shoes. 
30x 8 AMERICAN BUSINESS, 466 
R nsw i Avenu Chicago 40, Illinois. 





Business Opportunities 





( CARS: AL SEEKI RS Interested n raising 
$25,000 or more uld write t \MSTER 


I LEON ARD, Fox B id ig., Detroit 1, Mich. 
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A-PE:CO "Pho exact” 


~~... PHOTO-COPYER 
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AMERICA’S MOST WIDELY 
USED PHOTO-COPYER 











© Streamlined for speediest operation. 

® Countless uses in every department. 

®@ Photo-exact accuracy and privacy assured. 

®@ Easy-to-read, permanent phote-copies at 
amazingly low cost. 

® So simple to operate any inexperienced boy 
or girl learns quickly. 

© 159 current uses shown by survey. 


Use A-PE-CO to Photo-Copy: 

Letters Records Blueprints 

Contracts Pictures Tracings 
... anything up to 18” x 22”, even when 
printed on both sides — printing, writing, 
drawings, photographs. Saves steno-copying, 
proofreading, checking. Essential in your 
reconversion, new planning and sales de- 
velopment. 

Send for Folder 
See how others use A-PE-CO 
to save time, increase efficiency 
and speed work. Write for 
i! A-PE-CO folder today! 

AMERICAN PHOTOCOPY EQUIPMENT CO. 
2849 N. Clark St., Dept. D-114, Chicago 14, II. 


Representatives in principal cities 
In Canada: Railway & Power Engineering Corp., Ltd. J 














JUST PUBLISHED 
HOW TO RUN A 
SALES MEETING i 


By Epwarp J. Hecarty. Westinghouse 
™=Elec. & Mfg. Co., 237 pages, $2.00 








A quick guide to better results for anyone in 
charge of meetings aimed to gain understand- 
ing and acceptance of ideas and to encourage 
action based on them. 49 to-the-point chapters 
cover all aspects of planning, staging, and 
leading meetings—with many practical point- 
ers, valuable tricks of the trade drawn from 
30 years’ experience. 


Shows how to: 


get out the attendance 
make it easy for the audi- 
ence 

get variety; interest; 
smoothly-running meetings. 
start and stop on the right 
note 

put across ideas 

control the audience, meet 
awkward situations 

use props, charts, films, 
skits, ete. 

plan stunt, quiz, demonstra- 
tion meetings 

put sparkle, punch, and 
selling into any meeting 








Free Examination—Send Coupon 

McGraw-Hill Book Co., 330 W. 42 St., N. Y. 18 

Send me Hegarty’s How to Run a Sales 
Meeting for 10 days’ examination on approval. 
In 10 days I will send $2.00, plus few cents 
postage, or return book postpaid. (Postage 
paid on cash orders.) 
Name 
Addre SS 
City and State 
Position 
(AB-11-44) 


Company 
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ALCOHOLICS ANONYMOUS: Per- 
haps you have heard of this organization 
of one-time drunks who have, for the 
most part, found the answer to their 
disease. This book recounts their stories. 
While each story is a solemn fact, the 
book reads like fiction. It is a fascinating 
report of many cases of seemingly help- 
less and hopeless alcoholics who found 
strength through contact with other 
former alcoholics and were helped along 
the road to recovery to the point where 
they are now helping others to recover. 
The principles uncovered by the organi- 
zation are few and simple. A man must 
recognize and follow some Power. He 
must want to stop drinking and must be- 
gin at once to make amends with the 
people he has wronged. Then he must 
be helped by a former alcoholic like him- 
self, one who understands his troubles, 
his insane craving, his intense depression, 
and his abnormal fears, whatever it is 
that had brought him to the gutter, time 
and again in the past. It seems that an 
ex-alcoholic who has found this solution, 
who is properly armed with the facts 
about himself, can generally win the en- 
tire confidence of another alcoholic in a 
few hours. Until such an understanding 
is reached, little or nothing can be ac- 
complished. This, perhaps, explains the 
reason why so many people often try so 
futilely to help alcoholic friends, rela- 
tives, and business associates, without 
the slightest success. Because every em- 
ployer, sooner or later, has to decide on 
what to do about some alcoholic em- 


ployee, we suggest that he obtain a copy 
of this inspiring book, read it, and learn, 
perhaps for the first time, that there is 
hope for the most hopeless drunks in his 
firm, if they can accept the few sound 
principles of this amazing organization. 
It is published by Works Publishing 
Company. $3.50. 


BUREAUCRACY RUNS AMUCK. By 
Lawrence Sullivan. One of the minor 
New Deal hecklers, Author Sullivan con- 
tinues his reports and exposures of the 
amazing growth of our present bureau- 
cratic system as fostered in Washington. 
His earlier books, All About Washington 
Prelude to Panic, and The Dead Hand 
of Bureaucracy, all sing the same, rather 
sad song. The government has too many 
employees, the government is muddling 
everything, the President is handing 
down too many executive orders. Ac 
tually, the book is an impressive, well 
documented report on some of the gov- 
ernmental bungling as seen by an enemy 
of the New Deal. He seems to think it 
unforgivable that some milk has spoiled. 
some dried beans became moldy, and that 
some salmon cans became rusty. What 
he fails to report is that under privat 
business there have always been rust 
salmon cans, dried beans which becam« 
moldy, and some milk that spoiled. At 
times, he makes powerful points against 
governmental bungling, and at othe: 
times, his points are petty and wholl; 
unconvincing. Bobbs-Merrill Compan) 
$2.00. 
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